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In the time it takes to smoke a cigarette... 
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Let us show you the world’s finest office typewriter 


with the world’s finest features! 


Made for ty pists by ty pewriter experts, the Smith-Corona Eighty-Eight reflects 


fully the 65 years of experience which have gone into 


| 


development. Call 


your local Smith-Corona representative for a short, dramatic demonstration 


you ned error control. 
you need error control. 


Smith-Corona’s exclusive Halt Spacing, the easiest, 
Page Gage tells you at a simplest method of error 
glance exactly how far you control, permits the addi- 
are from the bottom ot tion or deletion of a letter 
your typed page. Saves you in a word, and eliminates 


money and saves you time. the need for total re-typing. 





Liveliest touch on the mar- 


ket, Smith-Corona’s exclu- 
sive Response O-Matic Ac- 
tion can accommodate the 
needs of av) typist. Result: 


faster, easier, tireless typing. 
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Thousands Have Increased 
Their Shorthand Speed with 
Dictation isc Records... 


Here’s how you can do the same! 











Countless letters from all over the U.S. 
tell us that those who use Dictation Disc 
Records get higher marks in school, 
better jobs, salary increases of $10 to 
$20 per week. The Dictation Disc Method 
is now used and recommended by 1,980 
leading schools in the U.S. No matter how 
fast or slow your shorthand speed there's 
a Dictation Disc record just for you. See 
the coupon below and check the ones you 
want us to send you. This is a special, no- 
risk, money-back guarantee offer! 





15 minutes dictation on each 45 rpm record 





Look what these 


experts say Here's the quick, easy, modern way to develop short- 
hand speed and accuracy! You practice at home, in 
spare time by listening to amazing new Dictation Dis« 
Records—available in all speeds 


about this wonderful new system! 





More Shorthand Speed 


“The key Means More Money for You! 


to shorthand speed is regular dictation prac- 


tice, and your records provide the student secretary } : : 
, ? ' 
with a rich supplement to such a program. The very Thousands have used this effective method and in- 0 minutes dictation on each 78 rpm record 
precise and clear manner in which they are dictated creased their writing efficiency, poise, and confidence 
makes easier the climb to greater shorthand speed.” as much as 50%! Big pay raises come automatically 


William Cohen, World's Shorthand Champion with higher shorthand speeds. Read what the experts 


(280 wpm for 5 minutes) say about this practical, inexpensive way to improve 

your skill. Start right now to boost your earnings as 

” . you build your shorthand speed by putting thi >. 
In my estimation the dictation disc system of develop- , - —— I a 


markable system to work for you 
ing speed Is the best I have ever seen. _ ee = _ 


Thomas Cole, Chairman, Committee on Professional Education 


N. Y. State Shorthand Reporters Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write 
“Your dictation records are made to order for the shorthand there’s a Dictation Disc just for you. Check 
teaching profession. They ease my chores and make the below the ones you want. Send no money—just the cou- 
students’ work more enjoyable. By providing graded oe On arrival, pay price indicated plus COD and 
dictation in l-minute spurts, the results have been 1andling charges. Or, enclose cash, check, or money 


phenomenal!”’ Poul Simone, Author of ‘‘A Stroke in Time’’ 


order now and we will ship your records postpaid 
Instructor, Columbia University 


Either way—this method MUST do everything we 
say it will or you may return records in 10 days for 
full refund. Mail the coupon now! 





“We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department.” E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 


45 minutes dictation on each 331); LP record 


Dictation Lise Ca 


1957, Dictation Disc Co., 170 Broadway, New York 38, N. Y. 
ee oe ee ee ee a a a a ae a en ne ee ee ee 


DICTATION ORDER COMPLETE SETS AND SAVE UP TO 18%. 
DISC 45 R.P.M. $1.75 each 





% 





78 R.P.M. $2.00 ea. 








Set No. 61—78 rpm 
3 records—$2.00 ea. 


COMPANY 


arrival I will pay price indicated plus COD 
and handling charges. I must be delighted 
or may return record(s) in 10 days for full 
refund. 





Set No. 41—45 rpm 





Set No. 42—45 rpm 
4 records—$1.75 ea. 


C) Complete Set—$5.75 
O Sets 41 & 42—$10.75 


Set No. 44—45 rpm 


Sets 43 & 44—$10.75 


Set No, 45—45 rpm 
4 records—$1.75 ea. 


}. 219. 40 & 50 


#20. 50 & 60 


|} Complete Set—$5.75 


} Complete Set—$5.75 


Set No. 47—45 rpm 


Set No. 50—45 rpm 
4 records—$1.75 ea. 


234. 110 & 120 








1) #1. 60 & 70 


4 ds—$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. #2. 70 & 80 
170 Broadway, New York 38, N. Y. : Jy - 4 1 #19 100 4 ite DI eng arg te ol $2. 70 & 90 
Dept. TS-12 [ 22. 60 & 70 #14. 110 & 120 C) #23. *(untimed, with Complete Set—$5.25 
. 23. 70 & 80 #15. 120 & 130 224. corrections, 
| $4. 70 & 80 se oS. S80 & 130 > > £25. interruptions & Set No. 62—78 rpm 
Please send me the records indicated. On } Complete Set—$5.75 Complete Set—$5.75 #26. _ insertions) 3 records—$2.00 ea. 


24. 90 & 100 

25. 100 & 110 

26. 100 & 110 
Complete Set—$5.25 


O) #5. 80 & 90 i i Legal Dictation 
26. 80 & 90 Bye yt ee POT 3314, L.P. $5.00 ea. 
I enclose full payment now, please ship | +7. 90 & 100 -) +18: 70 & 90 232. 90 & 100 
records postpaid. #8. 90 & 100 , Elomontery Dictation $33. 100 & 110 Set No, 71—33'/, LP 


2 records—$5.00 ec. 
) #1. 60, 70, 80, 90 
C) #2. 70, 80. 90. 100 


NAME } Complete Set—$5.75 ow 
Set No. 43—45 rpm Set No. a: rpm Complete Set—$8.75 
4 don$175 00 6 4 records—S$1. 5 ea. ne 
ee - 4 Set No. 46—45 rpm Medical Dictation Set No, 72—33'/, LP 
ADDRESS C} #9. 100 & 110 2 records—$1.75 ea. O #35. 80 & 90 2 records—$5.00 ea. 
O #10. 100 & 110 Regents Examinations -) #36. 90 & 100 1) #3. 90, 100, 110, 120 
Fit, 100 & 110 ] #21. 80 (N.Y. State 237. 100 & 110 #4. 100, 110, 120, 130 
) #12. 110 & 120 C) #22. 80 Regentstests) () 738. 110 & 120 C) Complete Set—$8.75 
CITY ZONE STATE } Complete Set—$5.75 [) Complete Set—$3.00 Complete Set—$5.75 Sets 71 & 72—$16.50 
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GIVE THE GIFT 
YOU KNOW IS BEST 





Giving a Sheaffer isa 
personal experience! 





! 
There's no gift-guessing for you! Because writ- things that may soon be forgotten. 
ing is such an important part of your life, you know For each person... there’s an appropriate 
that Sheaffer is the finest in every way. Sheaffer style for his or her writing needs. And 
Quality, convenience, pride and pleasure make you can give the satisfaction of a genuine Sheaffer 
a world of difference between a Sheaffer gift, and at a price to fit your purse. 











———. \ 
al 
ADMIRAL ENSEMBLE, 
$16.00 Bes 
Re f° EE 
SHEAFFER'S SNORKEL PEN is worid fa- SHEAFFER'S NEW FEATHERTOUCH SHEAFFER'S NEW CARTRIDGE PEN is to- 
mous for its clean filling feature! Nothing BALLPOINT WITH EXCLUSIVE STERLING day's modern fountain pen that fills like 
to take apart or dismantle, never needs SILVER TIP writes longer and better than a ballpoint! No more ink mess, just drop 
to be wiped clean. Air-tight cap keeps any ballpoint ever made! Giant refill unit Skrip cartridge into barrel and write. 
point moist and ready to write. Points of is transparent with a visible ink supply. Cartridges are leakproof, safe to carry 
precious metal, custom-fitted to the indi Choice of jewel-like metallic colors. in purse or pocket. Six point styles. 
fual's handwriting style Other Sheaffer Feathertouch Balipoints Other Sheaffer Cartridge Pen Ensembles, 
$1.95 and $3.95 $4.95 and $8.75 
SHEAFFE RS 
When it comes to writing come to Sheaffer's! 
W. A. Sheatier Pen Company, Fort Madison, lowa, U.S.A. e¢ Im Canada: Goderich, Ontario « In Australia: Melbourne e« In Great Britain: London 
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OFFICE [wt 
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BETTER 


BLAISDELL 
KLENZO 


PAPER WRAPPED 


ERASERS 


Correct errors 
quickly, cleanly. 
Save retyping 
many a letter. 


Try one today! 
stationer 
No. 531-T 


v4 te 
Gi with brush 
No. 534-T with brush 


BLAISDELL PENCIL CO., BETHAYRES, PA. 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~—~— 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Nome 
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| 
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| Address | 
| 
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To Give or Not To Give?....Companies are not as enthu- 
Siastic as they once were about Christmas presents 
for customers, according to a survey in American 
Business. No sharp curtailment seems in sight, but 
nearly all the companies who have already estab- 
lished the practice expect to give gifts of a less 
personal and expensive sort this year. Average 
cost: $5. Top items: Whiskey, citrus fruit, canned 
hams, fruitcakes, and magazine subscriptions. 


“Fringe Benefits’’ a Misnomer....According to a labor 
Statistician in Illinois, the so-called "fringe 
benefits" average about 20 per cent of the Nation's 
total wage bill. They range all the way from 
vacations and pension plans to the now-taken-for- 
granted but very convenient expense accounts and 
company cars. 


Odds Favor Christmas Parties....If you're an office work- 
er, the National Office Management Association re- 
ports the odds are almost three to two that you can 
enjoy an office Christmas party this year. Accord- 
ing to their survey of a thousand business firnus of 
all types and sizes, the party will be paid for by 
the company, held away from the office, after work- 
ing hours, and with a 50-50 chance of invitations 
being extended to husbands, wives, and 

sweethearts. 


What Worries the Boss?....After a five-year study of 
inquiries made by over 17,000 executives, NOMA dis- 
covered their biggest single need to be advice on 
business machines. Tying in with this were salary 
and wage policies and "physiological factors affect- 
ing office efficiency"--including such things as air 
conditioning, color, light, noise, etc. Categories 
bothering them the least? Payroll methods and 
rates, testing methods, Supervisory philosophies, 
absenteeism, and tardiness. 


THE BOUILLON BREAK is fast becoming a favorite with 
calorie-conscious executives, according to Business 
Week. An excellent pick-me-up, and only five 
calories per cube....THE POST OFFICE plans to dis- 
continue the size 5 and size 13 envelopes and in- 
Stead is now selling a 3 5/8 by 6 1/2-inch stamped 
envelope=--the same size as one of the most popular 
unstamped commercial sizes....STANFORD RESEARCH 
INSTITUTE has a prototype machine in operation capa- 
ble of duplicating from original text at the rate of 
about 17,000 characters of elite type a second-- 

an amount that is equal to three 8% by ll 

Sheets of paper. 
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“I've raised my 
filing EQ” 


... thanks to Oxford 
PENDAFLEX® hanging folders 


Even the best secretary can boost her 
“Efficiency Quotient*’” when outmoded 
horse-and-buggy filing is replaced with 
revolutionary PENDAFLEX hanging folders. 
A work-saving PENDAFLEX system, tailored 
to your office and installed in your firm’s 
present file cabinets, can double your filing 
speed and save you hundreds of steps per 
day. Your local PENDAFLEX dealer is ready 
now to make a survey of your present 
filing set-up and show your employer how 
this modern idea in filing can improve 
customer service and cut operating costs 
for him. 

For descriptive folder and name of your 
nearest Oxford PENDAFLEXx dealer, mail 
coupon today. 





PENDAFLEX makes your filing easier! _ m 
7 filing motions 


. Front tabs a . 
vo ays rama eliminated! 
fits in : 


1. No follower block to loosen. 
2. No fingering for hidden tabs. 


3. No two-handed opening of a “V" working 
space. 


4. No extra filing motion with tabs on front flap. 
5. No pushing papers down into place. 
6. No tightening of the follower block. 


7. No frequent jogging to maintain file neatness. 





hang on frame, 
always upright. MAIL TODAY FOR ILLUSTRATED FOLDER 
ee Oe se re eee = 
! ! 
| OXFORD FILING SUPPLY CO., INC. ; 
| 100 Clinton Road, Garden City, N. Y. : 
| Please send free folder “How to Use Oxford PenpaFLex.” ; 
! ‘ 
' 
I ss sics0'd sve nweneeneeneledhes ss dabanuaacsd sae : 
' 
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Never fallen in love with a typewriter? Meet the handsome Olivetti Lexikon. Its 
“gentled”’ touch coddles your fingers; and it responds almost intuitively to all 
your typing wishes. Meet the Lexikon Electric, too (regular or carbon ribbon). 
We call it the world’s most eager-to-please typewriter, and so, we think, will you. 
Olivetti Corporation of America, 580 Fifth Avenue, New York 36, N. Y. 


olivetti 


TODAY’S SECRETARY 


Ask the Experts... 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 
Business Law ......... R. Robert Rosenberg 
Bookkeeping ...... J Marshall Hanna 


Typewriting .......... Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
rrr Charles E. Zoubek 
SE, ieee cceen V. Mae Sawyer 





Q, Is there any standard business etiquette 
' 


regarding giving and receiving gifts? 


{. Most employers do give their secre- 

taries gifts at Christmastime. but most 
secretaries do not give gifts to their em- 
ployers. It would be best for the secretary 
to simply send a card to her boss and his 
wife at their home. If she has a hobby of 
making cookies, jams, candy, or cakes, it 
would be appropriate for the secretary 
to present some of her homemade sweets 
to her employer—such gifts could be 
used by his entire family. 





QO. Please give me a rule for dividing words 
x 


at the end of a sentence. 


{. If the word is the last word in a para- 
graph, it should not be divided. If anoth- 
er sentence follows immediately, the usual 
rules governing word division apply. 


0). I have been asked to pure hase a record 
vook for my boss to record stocks and bonds 
that he has purchased. 1 have, however, been 
unsuccessful in locating such a book. Would 


you have any suggestions? 


{. You could draw up your own record 
hook and keep it in a loose-leaf folder. 
You might also contact your employer's 
broker to see if he can supply you with 
some record sheets. Or, check with your 
local the 
forms that it has might be adapted for 
your purposes. 


insurance company—some of 


Jones occasionally does SsecTre- 


Q. Mary 


turial work for her supervisor s superior. 
One day, the Big Boss asked her to sign 


lls Uu ife’s name to the back of a legal form, 
He gave a quick glance at the front of the 
wm, turned it over, and said, “Sign here.” 


Should Mary sign it? 


1. No 
crime of forgery by 
name. Normally, 


-she would be committing the 
signing another's 
duress would be a de- 
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fense for a crime of this type. The posi- 
tion that Mary held, however, was not 
one that would warrant her signing under 
duress. Hers was merely an employee- 
employer relationship. If she signed only 
to ingratiate herself with her supervisor's 
superior, she would not be absolved from 
the act. She should refuse to sign—it is 
her constitutional right. 


Q. Will you please tell me what is gram- 
matically wrong with the construction of the 
“Note that the total ton- 
nage sold for the month of {pril as reported 
by the central office, and which is the figure 


following sentence. 


shown on our record. does not agree with 
the total for the same period shown by the 
branch office.” 


A. Inthe sentence you quote, and which 
is used illogically because it co-ordinates 
(by the use of and) and subordinates (by 
the use of which) at the same time. Al- 
most always in these constructions, which 
is the word intended—and this is true in 
your sentence, 

The only time when and which is cor- 
rect is when it introduces a clause that 
parallels a preceding clause introduced 
by which: for example, “You will notice 
that the total tonnage sold for the month 
of April, which is the figure shown on 
your sales record, and which we believe 


is correct, does not agree, etc. 





Q. Every time I complete a job for my em- 
small—he 
compliments my work by saying something 
like, or 
port, Miss Blank.” I know it is proper to 


ployer—no matter how large or 


You did a very nice job on that re- 


acknowledge compliments with a_ sincere 


“thank 
to do a good job on all of my work. There- 


you,” but I feel that it is my duty 
fore, I don’t expect such compliments. Hou 
should I acknowledge them when they oc- 


cur so frequently? 


A. You are most certainly correct—you 
should be doing a good job: nevertheless, 


there are some employers (like yours) 









are the 
rage in 
every 
office 


secretaries are 


Many 
loyal to  EraserStik 
7099 and 7099B — 
the all-utility white- 
polished beauty that 
changed a_ nation’s 
erasing habits. 





MM 


Others are crazy about our gorgeous 
new Redhead 7066 and 7066B — with the 
soft red typewriter eraser and red brush. 








Whatever your preference, EraserStik 
helps you turn out cleaner, neater work 
without strikeovers and ghosts showing. 
Because EraserStik is the new, the mod- 
ern, the better way to erase. 

Why work under a handicap? Start 
using EraserStik and the promotions will 


come faster. Your Dealer carries both 
styles. Call him today. 


A.W. FABER-CASTELL 


PENCIL CO., INC. © NEWARK 3, N. J. 
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who will always comment on a job well 
done. Also, there are some who never say 
anything unless they give adverse criti- 
cism. 

the 
compliment in the only way you can—-by 
saying a gracious “thank you.” Don’t ever 


You are already acknowledging 


appear annoyed if your employer seems 
to thank you for more than you believe 


you deserve. 


QO. 1 would like to know how to date a let- 
x 
fer that is transe ribed atter the day on u hic h 


it was dictate d. 


{. Usually, letters that are transcribed 
after the day on which they were dictated 
are still given the dictation date. This 
practice avoids having to change any ref- 
ferences to time, as “today” or “tomor- 
row, 


If it is important that the transcription 


that no longer would apply. 


date be shown (as a matter of record), 


some secretaries include the date after 
the identification initials at the foot of 
the letter. Probably the safest plan, espe- 
cially for important letters, is to ask the 
dictator which date he wishes used. 

Q. What is the highest rate at which any- 


one is her own to 


hand? 


have written Gregg short- 


A. The highest record made by a Gregg 


709 


writer in an official contest is 282 words 


minutes—transcribed 
two This record 
Mr. Charles Swem some years 


a minute tor five 


with only errors. was 
made by 
ago. 

It is possible, however, to write for 
short time at much higher 
speeds. Writers have gone as high as 300 


words a minute for one minute. Neverthe- 


periods of 


a writer is given credit for 


iO so 


less. before 
writing at a specific speed, he must « 


for a period of five minutes, the length 





“and | prefer the 
EVER READY 
Calendar because... 





One of the many styles of 
Ever Ready Calendars. 
No. 55—Page Size 5” x 8” 














Ed Moulton, Manager of Sheeting Department, Fieldcrest Mills 


... the extra magnifying power of the top 
window makes the twelve month calendar 
really useable. And, believe me, that key slot 
idea makes it so easy to remove page stubs 
or to insert new refills. Then, too, | like its 
adaptability; it goes so well in my office.” 


Ever Ready Calendars have always been the 
choice of busy executives. Now they are find- 


ing that the new desk mate colors — Desert 
Sand and Mist Green — match other accessories; make it so easy to carry out 
an office decorating scheme. And when you consider Ever Ready’s other 
popular colors and several page styles — you'll agree it makes sense to buy 
Ever Ready. It pays, too, as your dealer will tell you. Ask him today. 


The 
{VURREAL' 


Cig 





of time called for by the old National 
Shorthand Reporter contests. 


Q. Will you please tell me when the word 
apology is singular and when it is plural? 
Is it: Please ace ept our apology. 


Or: Please acce pt our apologies. 


A. There is very little difference between 


the singular and plural meanings of 
apology in the sentences you give. The 
plural form, however, is a bit more 


gracious—it seems to imply that the writ- 


er may have erred in more than one de- 


tail. 

QO. My hoss often writes business letters 
x 

that have a very informal tone. For these, 
he has reque sted that the salutation include 
only the addressee’s first name (Dear Bob, 


signs the ke fters with 


for example). He also 
his first name, Should / ty pe his full name 


and title beneath his signature? 


A. If the letter concerns a business mat- 


ter, on no matter how friendly a tone. 
then you should type the complete and 
usual business lines. Only if the letter is 
completely personal should you omit such 


Many 


of first names in salutations and 


information. businessmen prefer 
the use 
signatures and find it good business prac- 
tice: but such usage does not cancel the 
fact that the undercurrent. the reason for 


writing, is a business one. 
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Achievement Record Album 
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A beautiful gold-tooled Fabricoid album 
smarter than leather and more durabl s now 
available in rose-pink or maroon. This new albun 
is 51/3” x 4” and contains tive spiral-bound plast 
pockets to hold ten attractive certificates tha y 
be earned on the Gregg tests. Every untilled pocket 
will be a challenge to you to qualify for the award 
n shorthand, typing, fling, and bookkeeping 
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VIEWS FROM THE FRONT OFFICE ON... 


Office Interruptions 


A monthly column featuring top executives’ 


views on various office situations. 


L. M. COLLINS, Manager, Educational Services, International Business Machines Corporation 


CATHERINE R. READY, Assistant Director, Educational Service Department, Bristol-Myers Company 


RAY JOSEPHS, Author and Public Relations Consultant 


“BUT HOW CAN ONE get any work 
done when the telephone rings constant- 
ly. the boss buzzes for dictation every 
ten minutes, and Sue Jones wants to 
stop and chat? This is the formidable 
question that we asked our panel of 
executives. 

“I feel.” states L. M. Collins, man- 
ager of educational services for IBM. 
“that at least 50 per cent of office in- 
terruptions are unnecessary. If not un- 
necessary, they are frequently poorly 
timed.” 

Adds Catherine R. Ready, assistant 
director of the educational-service de- 
partment at Bristol-Myers, “It is the re- 
sponsibility of a boss to establish the 
atmosphere of his office—an atmosphere 
that is pleasant, yet formal: one which 
is relaxing to employees and at the same 
time conducive to good work habits.” 

Granted that there are many unneces- 
sary interruptions to work and that the 
boss must establish a good working at- 
mosphere, where does the secretary fit 
in? She can be a prime influence in 
keeping interruptions to work (her boss’, 
her own, and that of others) down to a 
minimum. 

“The efficient secretary can screen 
calls and visitors with courtesy and tact, 
leaving them happy in the process. She 
will save, in this way, many interrup- 
tions to her boss’ work,” stresses Ray 
Josephs, author and public-relations con- 
sultant. Other suggestions for helping 
the boss were to ask all questions con- 
cerning a job at one time, to have a set 
time for dictation whenever feasible, and 
to obtain as much dictation information 
as possible while at the boss’ desk. 


As FAR AS THE SECRETARY S own work is 
concerned, by saving her boss’ time—by 
not interrupting with needless questions 
at all times of the day—she will often save 
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much of her energy for important assign- 
ments or routine work. The members of 
our panel also agreed that endless back- 
tracking can be saved by scheduling work 
more carefully and by making as few trips 
as possible to the pencil sharpener, files, 
and mail room. Outgoing calls, too, can 
be planned so that they can be made at 
one time, minimizing self-interruption. 

Visitors often interrupt the secretary's 
and the boss’ work. Although most often 
these callers have a legitimate reason 
for stopping at her desk, “it is a known 
fact that many times the visitor who in- 
terrupts the secretary most frequently 
is a person from another department,” 
L. M. Collins relates. Coworkers, he fur- 
ther says, will be tempted to talk among 
themselves if their desks are close to- 
gether. But, even then, “if the secretary 
has to turn in her chair to talk, she 
will probably work instead.” 

A secretary W ho always looks busy- 
and there is usually a great deal for her 
to do—will naturally discourage casual 
visitors. On the other hand, if she simply 
sits and gazes around, she will find that 
it is an open invitation to the entire 
office to chat with her. She must also 
use her own good judgment to tell 
whether people who stop by her desk 
have come for reasons of personal con- 
versation or on business. 

“The conscientious secretary,” Ray 
Josephs advises, “develops an extra sen- 
sitivity to her fellow workers’ problems 
and helps to achieve a greater degree 
of co-operation in the matter of office 
niceties.” 

Every boss cherishes and welcomes the 


moments of silence in his working day. 


“Silence does not indicate absence of 


work,” Catherine Ready points out, “but 
the presence of thoughts, ideas, and 
germs of ideas that may one day be 


considered great.” 


TRI-PLY 
and why! 








The world’s most 
popular and 
versatile erasers 
for typists 


Because of its unique con- 
struction and working clean 
liness, this original eraser 
saves typists time and **jit- 
y ters’. MADE OF 3 ERASER 
PLIES. The inner ply of SOFT 
GRAY RUBBER CLEANLY 
ERASES TYPING “ORIGINALS” 


NO. 

3900 single letters, words, whole lines. 
TRI. The outer layers of QUALITY 
PLY RED RUBBER smooth the paper 
WHISK and cleanly erase carbon copies. 


Ask Your Office 
Manager or Stationer for 
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festive, gay, 
sparkling. But, for many of us, the holidays are also holy days. While 
Protestants and Catholics celebrate the birthday of Christ on Christmas, 


those of the Jewish faith commemorate the struggle of the Maccabees 


Each year, December brings the holiday season— 


against paganism in the festival of Hanukkah. # To Christians and non- 


Christians alike, the season is a special one, emphasizing the spirit of love, 






the spirit of giving. And to three secretaries 
— Cecilia Irvine, Florence Okazaki, and Edith 
Klein —it is the intensification of attitudes 
they are working to foster all during the 
them our warmest 
true spirit of 

the season, not just at holiday time but all through the year. 


year. A This month we present their stories—and with 
wishes that, whatever your belief, you may share in the 


the Christophers 





the Cathedral of St. 
John the Divine... 


Busy days at 







Temple Emanu-El ... 1] 












CECILIA IRVINE 


native Scotland a few 


came to this country 


Wir 


from het years ago for a 
brief visit. she was anxious to take in as many of the 
import int sights as possible. 

“IT saw some of the famous American attractions—the 
tall buildings. the Statue of Liberty. the theatre produc- 
tions. and so forth.” she recalls. “Yet what impressed 
America was something common to every 


attended 


me most in 
country in the world—a religious service. | 
the midnight Christmas service in the Cathedral of St. 
John the Divine and, seated among the 7.000 people 
who had come to celebrate the Holy Communion, [| felt 
it was one of the most beautiful and inspiring sights in 
all the world.” 

Cecilia’s “brief visit” stretched into four years, and 
today she has a personal interest in the Cathedral serv- 
ices. Cecilia is secretary to the Very Reverend James A. 
Pike. dean of the Cathedral. who was the Celebrant of 
that midnight service she attended. 


Dean Pike. 


the country. is the author of many books concerning the 


one of the outstanding religious leaders in 


practical and technical aspects of religion, as well as 
of books and articles dealing with Federal, judicial. and 
idministrative procedures. An interesting aspect of Dean 
Pikes background is that he was 


until 


a lawyer first and did 
the age of thirty-one. 
Cathedral. Dean Pike 


as adjunct professor of re- 


not receive his ordination 

In addition to his duties at the 
serves Columbia University 
ligion and law. teaching in the seminar on Church-State 
relations at the law school. He is also a prominent mem- 
ber of many important civic and religious groups. Two 
years ago he inaugurated a series of weekly television 
over the ABC network that 


critical acclaim. 


programs have received 

All of this means that Cecilia Irvine is the busy see- 
retary to an extremely busy man. “When the employ- 
ment agency sent me to Dean Pike.” she recalls, “I ex- 
pected to meet an elderly, white-haired man in gaiters. 
| very nearly decided not to go for the interview. Cathe- 
dral Closes in Britain had always seemed peaceful oases 
rather far removed from everyday life, and the clergy 
are usually men of advanced seniority.” 

Although surprised to find Dean Pike such a young 
man—no white hair and no gaiters (they are not worn 
in America)—Cecilia was still hesitant. She expressed 


her fear of being becalmed in an “ecclesiastical back- 


walter,’ but Dean Pike assured her that the opposite 
would be the case. 

“It didn’t take me long to realize how right he was. 
for | soon learned that the approach of the Episcopal 
Churches in America is startingly militant compared 
with the position of the established Church at home, and 
the attitude toward religion in America is different too. 

“| found that I was plunged into a whirlpool of activ- 


ity and was at once involved in the (Continued on page 42) 


Cecilia gets ready to take notes 


as Dean Pike prepares a lecture. 
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A‘ THE CLOSE of the last war. a Maryknoll priest 

was traveling on the West Coast. The year was 
1945, and peace—or a reasonable facsimile—was about 
to reign. To Father James Keller, the time was ripe for 
the fulfillment of an idea that had been in his mind for 
a number of years. 

At the same time, a young girl was studying at the 
University of Southern California and spending much 
of her free time working for the Maryknoll Fathers 
in Los Angeles. Inevitably—providentially—the two 
met. 

“Father Keller visited our office on several occasions,” 
Florence Okazaki recollects, “and each time he was 
bubbling over with plans for organizing the Christo- 
pher movement. Its motto—‘Better to light one candle 
than to curse the darkness’; its purpose—to remind 
everyone of the part he or she can play, with God’s 
help, in changing the world for the better. Listening to 
Father Keller talk, I became interested in the idea—he 
seems to have that effect on many people—and pretty 
soon I was almost as enthusiastic as he was. 

“Two months later, | was in New York—working as 
Father Keller's secretary—and I’ve been here ever 
since.” 

“Here” is a small office, with workers occupying 
somewhat crowded quarters. Books, letters, papers of 
every type and description take over most free space. 
Files crowd the corners. One small room contains 
shelves filled with rolls of film; another holds a projec- 
tor, screen, and accumulated odds and ends. There’s 
nothing very glamorous about the surroundings, but 
the atmosphere is alive with an electric “doing some- 
thing” quality that’s readily apparent to even the casual 
visitor. 

“I think it’s because we really believe that our work 


is worth-while.” Florence explains. “It may sound 





slightly corny to say that by doing the best job possi- 
ble. we’re helping to make the world a little better—but 
that’s the way we feel.” 

She takes a quick look around the office, then con- 
tinues laughingly, “Maybe Father Keller and I are 
partly responsible for the crowded conditions. We're 
both savers—just in case, you know—and things have 
a way of piling up. Every so often, we have to spend a 
day weeding out and throwing away.” 

Into this busy office come letters, phone calls, and 
visitors—all attesting to the power of the individual 
to do good. And they come not only from Catholics, but 
also from Protestants. Jews. and those of no special 
belief. for the Christopher movement reaches out to 
everyone. 

A Texas housewife writes to tell how she and her 
husband have started working for better city govern- 
ment; an Air Force captain calls to report that a 
Christopher newsletter has inspired him to go into 
teaching after he leaves the Service; a secretary sends 
in a list of ways she and her fellow careerists can apply 
Christian principles in their jobs. 


EVERY MORNING, THE MAILMAN DEPOSITS a full load. 
The staff meets for a quick prayer, then sets out to tackle 
the mail. Florence gets all letters addressed to Father 
Keller, checks through them quickly so that she can 
brief her boss on the contents. 


“He has a wonderful (Continued on page 45) 


Better to light one candle 


BY MARY JOLLON 
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Typical pose for Florence—on the 
telephone. Later she gets 

a chance to talk over the morning’s 

- happenings with Father Keller. 








Priest and actor get together 
to discuss a television show. 
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URING HER almost fifteen years as secretary to the 
Senior Rabbi at Temple Emanu-F] in New York 
City. Edith Klein has faced and solved many difficult 
bright 


eyes of the young woman facing her, Edith realized 


assionments. But. as she looked into the eager. 


that this was to be the toughest assignment of all. 
“Because of my experience as secretary to the leader 
of the congregation.” she recalls, “the charming. well- 
groomed. recent business-school graduate had been 
turned over to me. I was to help prepare her for the 
position of secretary to the Assistant Rabbi. 

“Where to begin . . .” A sudden thought startled 
Edith as she tried to itemize the duties of her position. 
“IT had been so busy working that I had never taken 
the time to analyze my own responsibilities!” 

It had never really occurred to her that she was doing 
anything special. She enjoyed her work; she had loved 
the Temple ever since, as a very young girl herself, she 
had sung in its choir. Her present position had been pre- 
ceded by one year of service in the Office of the Comp- 
troller. From there, she was moved up to the Office 
of the Senior Rabbi. Here she had been a devoted as- 
sistant. first to Rev. Dr. Samuel H. Goldenson, and now 
to the Rev. Dr. Julius Mark, present Senior Rabbi, a 
man whose reputation as a scholar and community 
leader extends far beyond the circles of Judaism. 

\ sense of pride in her work came over Edith as she 
thought of all the activities going on within the Temple 
the religious services that are conducted every day 
throughout the year, the religious school. the adult- 
education program, the nursery school, and the Boy and 
Girl Scout troops that meet regularly in the Community 
House. 

“IT knew,” says Edith, “that the new girl would be- 
come acquainted with all these activities in due time. 


as memos and correspondence came to her desk.” 











The functions of the congregation are relegated to 


the members of the committees in charge of the various 
activities or are handled by the office of the Comptroller. 
However. in spite of this decentralization—a_ necessity 
for the smooth functioning of the Temple where over 
2.000 families meet for worship, education, and mutual 
fellowship—every program must be approved by the 
Senior Rabbi. As a spiritual leader, advisor, and friend, 
he must keep well informed, not only regarding events 
pertaining to his own flock, but also those affecting 
affiliated organizations that are working toward the 
betterment of the community as a whole. These include 
the Women’s Auxiliary. the Men’s Club, the Young Mar- 
rieds, the Emanu-E] League, and the youth groups. And 
his secretary must be ready to answer the many ques- 
tions that come to her boss’ desk. 


EpiTH KLEIN SPENT A WEEK trying to introduce the new 
secretary to what she herself had learned in fifteen years 
of devoted service. While doing this. she gained a more 
thorough understanding and a wider perspective of her 
duties. She had worked from day to day, doing what 
was required of her, and perhaps more. She now realized 
how closely her life has been tied to the life of the 
congregation. 

Births. confirmations. marriages—these have never 
become routine matters, to be merely passed on dutifully 


to her boss. They are happy (Continued on page 43) 


1 rabbis secretary leads a busy life. Here 
Edith takes advantage of a free moment 
to check on the weekly 

appointment schedule with Doctor Mark. 








Prepare a Secretarial Desk Manual 


BY 


(Number Four of a monthly series on how to handle special, once-in-a-whils 


pages in your own 


@ if vou have ever come into an office in 
the wake of a secretary who has served 
number of 


your employer well for a 


years. you were probably anxious—under- 
standably so—-to live up lo her record. 
And if your predecessor left you with a 
Secretarial Desk Manual as a cuide to the 
idiosynerasies in 


many variations and 


your 


particular job. you undoubtedly 


soon shared your boss’ high opinion of 

If you weren't so fortunate. think back 
to those first hectic days in the office. Re- 
call those situations that even the widest 
stretch of teachers’ 


hadnt 


your imaginations 


anticipated. Remember, too. the 
lime you ve taken explaining to your va- 
cation replacement some detail that is 
peries tly obvious to you——but not to her. 
And what about those days when you've 
been ill and your employer has had to 
send out an SOS for help to other depart- 
ments? 

There are obviously any number of 

times when a clear, concise manual would 
he helpful in your job--even for yourself. 
With a new year approaching. December 
might be a very good month for tackling 
this task—it isn’t very difficult. 
BEGIN WITH A LOOSE-LEAF BOOK 
small enough to keep in your desk drawer 
or on your bookshelf, large enough to 
hold all necessary information. You will 
need alphabetic index tabs for the direc- 
tory. blanks for other sections. 

Here are some of the major categories 
you will want to cover. varving the list 


to fit the type of office you are in: 


1 WHOS WHO: A vital part of every 
secretary s job is knowing all the people 
with whom her employer deals: (a) cor- 
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“How To” file and send us your requests for topic 


PEGGY NORTON 


respondents: (b) telephone callers: (c) 
visitors: (d) fellow executives: (e) “sup- 
pliers” lawyer, broker, doctor, ete. 
Even though you have a copious card 
index, jot down the names of the people 
who fit into these categories and who 


are frequent contacts. Include correct 
names, company or organization, address, 
telephone number, salutation and com- 
plimentary close for correspondence if 
they diller from the standard, any un- 
usual employer signature. and the per- 
son's relationship to your employer. 
Dont forget to use cross references 
throughout your directory. Record indi- 
vidually, executives in one company: add 
their names, too, to the separate entry 
itself. Be 


generous with titles such as Doctor, At- 


you make for the company 
torney, etc.: list these men alphabetically 
as well. Include the names of your com- 


pany s executives in organizational order. 


2. WHATS WHAT: If your employer 
is a professional man with new clients or 
jobs continually popping up, devote a 
page to each, listing the title of the job, 
work to be done, pertinent data and in- 
structions, and the names of the persons 
involved. When the job is completed, this 
page can be moved to the end of the 
section and kept for reference. Call this 
“Accounts,” “Clients,” or 


section some 


appropriate name. 


3. SECRETARIAL DUTIES: This ex- 
tensive section should detail your job in 
outline form, with separate sections for 
different duties. 

(a) Correspondence: List the correct way 
of handling incoming mail. Are there any 
relatives whose mail your boss prefers to 


open himself? Does he like you to under- 


jobs. Suggestion 


ROLLASON 


Keep these 


» to be discussed in future issues 


score important phrases, attach 


previ- 


ous correspondence, automatically route 
Note any 
dictation do’s and don'ts. A brief glossary 


some mail to subordinates? 
of frequently used technical or profes- 


sional terms is most helpful. Include 
model letters on each business or person- 
al letterhead, noting the number of 
carbons required and how they are dis- 
tributed. And don't forget the interoffice 
memo and any other special forms. 

Note how outgoing mail is handled. 
Include stamp or postage-meter informa- 
tion. From the post office, get a current 
airmail schedule showing outgoing planes 
and times of dispatch from the P.O. Add 
any special notations on parcel post and 
other classes of mail used by your office. 
(b) Filing: This is especially important 
if you are the sole custodian of your 
boss files, so be accurate in your instrue- 
tions. If a central filing system is used, 
tell how the material is prepared and 
released for filing, how it is requisitioned, 
and how it is returned. 

(c) Communication & Transportation: 
How does your office handle telephone 
toll calls? Are some charged directly to 
your clients? Who keeps track of them? 

Insert a model telegram, noting number 
of copies and distribution. How does your 
ofice record these charges? 

What special-delivery services do you 
use? List charges if available. 

How do you secure transportation for 
your boss? List your travel agency, rail- 
road, airline, bus. and rent-a-car numbers. 
Include any timetables used frequently. 
Note your employer's personal traveling 
preferences, his favorite hotels. 

How do you prepare expense reports 


for these trips? Include a sample. 


(Continued on page 39) 


- 


15 














By MARILYN FRENCH 


HE THIRD BIGGEST PROBLEM among white- 

collar girls enrolled in the Human Relations in the 
Office course at the Central Y.M.C.A. of Chicago was 
how to get along with difficult coworkers. (First two 
problems were discussed in this department in Sep- 
tember and November.) It seems that with the excep- 
tion of the one-girl office, every department or business 
firm harbors at least one unco-operative person—and 
this one can disrupt office harmony. 

The students mentioned several types of difficult 
workers and discussed ways to get along with them. If 
you have a problem coworker to cope with, you may 
find her type below. Even if she doesn’t fall into these 
main categories, the suggestions for getting along with 


everybody, listed at the end of this article, may help you. 


1. A woman bookkeeper who has worked in our firm for 
many years likes to be the boss. How should I handle 
this? 

Self-appointed bosses are common, according to the 
women in class. Coworkers with years of service seemed 
to be the worst offenders. The longer they have worked 
in an office, the stronger their tendency to become bossy. 
This situation requires tact, courtesy, and understand- 
ing on the part of fellow employees. 

“I worked with a woman like that.” explained one 
secretary, “and I finally discovered how to get along 
with her. Whenever she gave me _ instructions—often 


contrary to those my boss had given me—lI would listen 
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respectfully and thank her. Then | would tell her that her 
idea was good and next time | would relay it to my boss 
for his approval. That seemed to satisfy her—at least 
until the next time.” 

Another woman who had to contend with an oflicious 
coworker decided that “her bossiness was just her way 
of showing her authority and knowledge of the business. 
One day. | stumbled onto the solution. When she started 
giving me orders. I asked her to tell me about ‘the good 
old days’ when the company first started. She enjoyed 
talking about her earliest jobs there, and I learned a 
lot about the business. This turned out to be of great 
help in my own job. 

“She was so pleased by my interest that I told the other 
girls what had happened. Now, by asking her questions. 
we make her feel important and useful—and she has 
become more helpful and less bossy.” 


2. How can | deal with a coworker who delights in 
making scathing remarks? 

You can take the sting out of cutting remarks by 
realizing that often the sharp-tongued person may be- 
little others because she has an inferiority complex. And 
you can develop a thick skin instead of being hyper- 
sensitive. 

“Take the remarks with a grain of salt.” advised one 
tongue-lashed victim. “I used to get upset when a woman 
in the office made sarcastic comments about my work 
or my appearance. One day, when she had me on the 
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verge of tears, | retreated to the ladies’ room. I looked 
in the mirror, saw my hurt expression, and laughed in 
spite of myself. Suddenly I saw the situation in its true 
light. 

“IT went back to my desk determined to be pleasant. 
no matter what she said. And I found that ‘if you can’t 
beat them, join them’ is a fine philosophy. She no longer 
gets any kick out of sarcasm, because I don’t flare up 
any more.” 


3. How do you deal with people who ask a lot of per- 
sonal questions that are none of their business? 

Curiosity can be annoying, although one girl in the 
class thought you should be flattered that people are so 
interested in you! Even taken as compliments, endless 
personal questions call for skillful handling and a touch 
of diplomacy. 

An experienced businesswoman gave her formula: “I 
smile sweetly and say, “Will you excuse me, please? | 
have to take some papers to another office.’ Then I 
leave the room. By the time I come back, the question 
has been forgotten; and there are no hurt feelings on 
either side.” 

Another student reported that she had tried this 
method and had run into a snag. The persistent ques- 
tioner picked up where she had left off when the evasive 
one returned. 

“For drastic cases,” advised the woman with ex- 
perience, “I smile sweetly and ask, ‘Shall we change 
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the subject?’” This works in nine cases out of ten. 

A sense of humor helps, too. Irked by the constant 
question, “Why don’t you get married again?” a widow 
developed the stock report, “All the best men are mar- 
ried.”” Even this reply didn’t dissuade one man in the 
office, however. After the fifteenth time that he had asked 
teasingly, “Why don’t you get married again?” this 
secretary scared him off for good. She widened her eyes 
and gasped, “Why, David, is this a proposal?” The 
questions ended then and there. 


1. | can’t stand a shirker 





and we have the biggest “gold 
brick” of all in our office. 

Despite the verbal daggers hurled at shirkers, the 
lazy girl really is her own worst enemy. Best advice on 
dealing with shirkers was given by a hard-working sec- 
retary who adopted the age-old philosophy, “Live and 
let live.” 

“A girl in our office always talked others into doing 
her work; then she loafed all day. It used to make me 
boil. How I wished that the big boss would see what 
was going on. 

“One Friday, after I had finished a project that had 
kept me busy all week, | was worn out—but I had a 
wonderful feeling of accomplishment. It dawned on me 
that Mary Ann wasn’t cheating the rest of us by not 
doing her share; she was cheating herself out of the 
satisfaction and self-respect that come from doing a good 
job. It may sound Pollyanna-ish, but her work dodging 
doesn’t bother me now. She’s the loser, not I. I’m only 
sorry that she doesn’t realize this herself.” 


After discussing specific cases, the girls drafted the 
following suggestions for dealing with difficult people: 

a. Be tolerant. The office pest may have some prob- 
lems that make her act the way she does. These may. be 
solved in time. 

b. Go out of your way to be friendly. Most people 
respond to courtesy and cheerfulness eventually, if not 
right away. 

c. Develop a thick skin to keep little things from an- 
noying you. 

d. Use your sense of humor to cut problems down to 
size. 

e. Don’t tell on a shirker. Eventually, the boss will 
notice her poor production and do something about it. 
It’s up to him, not you. 

f. If you just can't stand a person because of per- 
sonality clashes, stay out of her way as much as possible. 
When you do come in contact with her, be pleasant. 

Admittedly, you can’t always like everybody, you can’t 
always get along with everybody. But by exercising 
patience, good judgment, and basic good manners you 
can manage to avoid most differences of opinion and per- 
sonality. It may take time to train yourself to do this, but 
the results are worth the effort involved. 
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ROBABLY THE FIRST CHORE in the day of any 


secretary. beginner or experienced, is to open the 


mail. Have vou ever realized that this “first” can be 


another kind of first—the initial step toward promotion, 
toward taller figures on your salary check? 

Too. it can become a creative part of your job t/ 
you do more than open envelopes and dump the con- 
tents on the boss’ desk. It will also be more interesting 
if you make it a thoughtful task instead of a mechani- 
cal one. 

Before a single envelope is slit, take note of your at- 
titude. Is it showing? Are you resentiul. bored, careless, 
anxious to “get it over with as soon as possible”? Or, 
are you one of those smart secretaries who are eager 
to do their best—no matter what the task? 

Opening and sorting the mail presents an opportunity 
for advancement. The way you do it can show the boss 
that you're interested in your job. and that you have 
the capacity for more responsibility. It will tell him. 
perhaps sooner than any other duty you may perform 
for him. what kind of mind you have and how it works. 

Let's review some of the ways to handle the morning 
mail. Some of them you may have been taught in 
school, some you've been told by your boss, some you've 
learned for yourself, and perhaps some may give you a 
few new ideas. In any case, a refresher on these tech- 
niques is appropriate from time to time for every 
secretary. 

First. clear the decks for action! Plenty of space will 
avoid clutter, prevent any mistakes, and save time and 
energy. 

Sort the unopened material into separate heaps: 

Urgent (special deliveries, registered mail, and _ tele- 
grams). Personal, Regular First-Class, Interoflice, Pack- 
ages, Magazines and Newspapers, Advertisements. 

Examine the urgent group first. You may find some- 
thing here that demands your complete attention before 
you go on to the rest of the mail. If the boss is in his 
office or in some accessible spot, get the letter to him 
right away. He'll appreciate your recognizing its im- 

ediacy. If you can’t reach him, either refer the letter 
to the proper assistant or attach reference material, 
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mark it with red pencil or a Special Attention ticket, 
and then don’t forget to call it to your boss’ attention as 
soon as possible. It's wise to jot down—next to the date 
you've already stamped—the time that any urgent mail 
reaches your desk. 
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Of course, you wont open your boss’ personal mail 
unless he has specifically asked you to; but if you 
should do so by mistake, put the letter back into the 
envelope. seal it with tape or staple it, mark it “opened 
by mistake.” and sign your initials. 

When you open the first-class mail, stamp its date of 
receipt; then always check the address of the writer 
with his return address on the envelope. This little habit 
will prevent the secretary's nightmare—being about to 
transcribe the reply, finding no inside address, and re- 
membering throwing the envelope in day-before-yester- 
day's wastebasket! 

If there is any question of legibility, staple the enve- 
lope to the letter. The post-oflice-cancellation stamp may 
occasionally be important when you're typing the reply. 

Read the mail as you open it; later you'll take the 
dictated reply more easily. Even a slight knowledge of 
the correspondence will speed your shorthand and your 
transcription. 

Check references to enclosures. If the indicated ma- 
terial is not there, pencil a note to that effect and ask 
your boss if he wants you to write for it. 

Attach all pertinent previous correspondence that 
might be helpful to your boss when he reads the letter. 
This will earn you his respect; and it will save you trips 
to the files later on. 


Treat interoffice memos as you do first-class mail. 
Read them. note any enclosures, attach pertinent ma- 
terial, and make any necessary notations. 

Make sure all packages contain the name and address 
of the sender. If they don’t. cut off the front panel of 
the wrapping and attach it securely to the contents. 

Try at least to glance through trade papers and maga- 
zines as you receive them. The more you know about 
the general business field of your employer, the more 
valuable you'll be to him and the more interest you'll 
have in your job. 

Your boss will undoubtedly be impressed if you take 
the time to go through these publications carefully and 
mark articles and items for his attention. Note the page 
numbers on the front cover; clip the marked pages. 
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Throw away the advertisements that you know will be 
valueless to your boss—but be sure! He may have men- 
tioned long ago that he didn’t want to see insurance ads 
or salesmen. But has his status changed? If he has 
recently married or become a father, the ads he would 
now like to see may include these and several others! 

If there’s a great deal of mail, you might put the dif- 
ferent kinds into separate folders, with the “Urgent” 
folder on the top. If there isn’t much mail, put it all 
together. in the order of importance, in one folder 
marked simply “Incoming Mail.” The folder method 
has several points to recommend it: it keeps the ma- 
terial classified on your boss’ desk. it keeps the mail 
clean, and it’s confidential—for the boss’ eyes only. 

On the first day of a new job or on the first day with 
a new boss, it might be a good idea for you to sort the 
mail and then put the entire stack onto your new em- 
ployers desk. This is the time, however, for a con- 
ference. Does he want to see everything? Should you 
route some of it to his assistants or to departments other 
than his own? 

When you find that a letter you sent out has been re- 
turned by the post oflice because of a wrong address, 
double-check the original. If you have made a typing 
error, re-type the letter. and mail it as soon as possible. 
If time is of the essence, tell your boss what happened 
in order to keep him informed; he may decide to 
rectify the error by telephone or telegraph. 

If the mistake was the correspondent’s, rather than 
yours. inform your boss. Mark the carbon to that 
effect. and staple to it the returned letter and. more im- 
portant. the envelope as postmarked with the reason for 
nondelivery. 

Your big opportunity to shine comes in preparing 
letters for your boss’ signature. As you become familiar 
with vour job. you will be able to spot incoming letters 
that you ll know how the boss would like handled. 
Try preparing replies to these, attaching them to the 
letters before you give them to the boss to sign. 

If you are competent at this job—and if he likes the 
idea—you'll certainly be on your way to a raise and, 


most likely. to a promotion! 
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The doctor was, on the whole, kind and considerate— 
if a little forgetful. He certainly wasn’t a “clockwatcher!’’ 
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Electrical Engineering Terms in GREGG SIMPLIFIED 


Part 2 


absorber 
ab sorption 


accelerator 


accumulator 


aerial cable 
air blast 


alpha particle 
amplidyne 


amplification 
analog 


analyzer 


anemometer 


annunciator 


automation 


autovalve 


ouxiliories 


ballistic 
battery 


beto particle 
bias 


bidirectional 
bipolar 


braking 
brazing 


buty! 
calibration 


castade 
catenary 


centrifugal 


circulating 


closed loop 
coaxial 


computer 
concentric 


condenser 
conductivity 


connection 
contact 


containment 
converter 


coolant 
core 


corona 
corrosion 


critical 
cross section 


cutout 
cyc | ing 


cyclotron 
comping 
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dead-end 
deflection 


deionization 


demagnetization 


demodulation 
depolarization 


deuterium 


deviation 


differential 
digital 


diode 
directional 


disconnect 
dissipation 


distribution 
diversity 


duplex 


dynamic 


eddy current 
electrode 


electrolysis 


electronic 


emissivity 


epoxy 


equilibrium 
excitation 


expulsion 


feedback 


filament 
fission 


flicker 


fluorescent 


fluxmeter 


fusion 


gamma ray 
Gieger counter 


germanium 


governor 


heterogeneous 
homogeneous 


horsepower 
hydraulic 


hydroelectric 
hyperbolic 


impedance 
impeller 


impulse 
incandescent 


inductance 
instrumentation 





integrator ¢ Sa 


interconnected Lo 


inverter 


isobar 


isochronous aot 
isolated phase 


tsotope 


kilovar ee) 


kilowatt-hour 


lamination 


limiter oe 


linkage 


logger 
magnetic 


magnetomotive =) 


magnetostriction . 


megcowatt 


mercury vapor 


mica rx CD 


microwave 


moderator 
neoprene 
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neutron 7 


nonlinear 


nuc lear 


nucleus 


offset 


overvoltage 


oxidation >} ) 
photon / 


i& 
piezoelectric & 
polyethylene 


porcelain br 
potential 


power factor 
preci pitator ¢ 


% 


prime mover (EZ, 
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radial aa 
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radiation oa 
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radio interference 4 ) 
receiver qa c 
reflector d “J 
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relay 
repeater 


reproducibility 
repulsion 


resistivity 


reversible 


roentgen 


scanner 


scattering 


secondary 


sectionalization 


selenium 


sensitivity 


servomechanism 


silicon 
slip ring 
solar 


specification 


splicing 
stability 


sub station 


subtransmission 


supervisory 


surge 


switchgear 
synchronizing 


synchrotron 
telemeter 


thermal 


thermistor 


thermoelectric 
thermostatic 


thorium 
tie line 


transducer 
transformer 
. 
transient 
transistor 


transmission 
transmitter 


triplex 
turbine 


turbogenerator 
ultrasonic 


unidirectional 
uranium 


varnished cambric 
windage 


winding 
wye-cennected 
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cirts tat say MERRY GARISTMAS ! 


A. Purse flacon of Chantilly, $3.75, plus tax; B. Delicacies 


chutney, peel, marmalade—3 jars, $3.25 ppd., from Holli Smith Bazaar, Box 5233 


St. Petersburg, Fla.; C. Picture book ($2.85 ppd.) and its leading characters ($5.95 ppd.) from the Edwin House, 145 W. Fourth St., New 


York; D. “His” Royal Deluxe Duo—cologne, lotion—$7: E. John Wagner's spice jars and shelves, $3.95; F. Wheary’s “Sleepover” 
belles, contour cases for older gals; G. Lenthéric’s “Tweedie” for bath time, $1.85; H. Secretarial charms—in gold—by Marchal, $6.50, up 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 48) 


words / can be teasers 


Which Are Right? 


The following list contains ten correctly and ten incorrectly spelled words. Spot the misspelled ones 
and respell them correctly. 


1. abridgment 2. accomodate 3. aggregate 1. allege 5. auxillary 

6. buoyant 7. colossal 3. committment 9. conscientous 10. dissapoint 
ll. debt 12. efficient 13. embarass 14. fortieth ° * 15. fullfil 

16. grievance 17. hinderence 18. perseverance 19. Phillipines 20. presumptous 


‘ . 6 ae . “9s 
Choosing “A” or “An 
Indicate whether a or an should precede the following words. 


1. hour 2. unit 3. week 4.L 5. honor’ 6. home 7. umbrella 8. uniform 9. herb 30. C..P. A. 


Spot the Intruder 
Each of the following ten lines contains four words. Three of these words are synonymous. The fourth 
is an antonym (it has the opposite meaning). Spot the intruders. 


1. flexible, pliable, easily bent, inelastic. 6. calm, raging, still, quiet. 


2. exhaustive, superficial, complete, thorough. 7. reputable, honorable, estimable, base. 
3. harass, comfort, vex. tire. 8. preliminary, following, succeedmg, subsequent. 
. disloyalty, faithlessness. devotion, perfidy. 


9. alleviate, augment, allay. lighten. , 


5. counterfeit, genuine, real, true. 10. definite, clear, specific, obscure. 


Dinner Is Served 


The following dinner menu consists of brief descriptions of the items in a four-course dinner. Can you 
‘identify—and correctly spell—each dish or food? 





l. A clear liquid made by boiling meat or poultry in 7. Cooked, tender spears of a green or greenish-white 


water. In hot weather, often served jellied. vegetable served cold on lettuce. 


2. Domestic fowl stewed and served in a gravy. 8. A thick dressing made from egg yolks, oil, vinegar. 
3. Thick roots of a tropical vine baked in a sirup. and seasoning. 
1. A form of cauliflower having loose, green heads. 9. 


A frozen food made of sweetened cream and flavored 


5. A quickly made form of bread baked in small pieces. with a greenish edible nut. 


6. A semisolid delicacy made by boiling the juice of = 10. A small serving of a hot aromatic liquid made from 


berries of the gooseberry family with sugar. the roasted and ground seeds of a small tree. 


What Is the Difference Between— 


|. A deterrent and a detergent? 2. Argentina and Argentine? 3. An analyst and an annalist? 
1. An epitaph and an epigram? 5. A facet and a faucet? 6. Famous and infamous? 


“See a Pin, Pick It Up” 


Each of these brief definitions is of a word that begins with pin. What are the words? 


1. An evergreen tree. 2. A wing. 3. A half quart. 4. A child’s apron. 
5. To squeeze. 6. A color. 7. A spotted horse. 8. The summit of anything. 
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Fashion investment—a ruby-red spray pin centered with rhine- 
stones. To wear everywhere and often. By Vendome, a division 
of Coro. Pin about $13; m@tching earrings $7.50. Plus tax. 
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A. To dress up or down—Jonathan Logan’s wool and orlon sheath. In lovely shades of red. green, 


or turquoise, printed with flowers in a deeper tone. $17.95. Sizes 5-15. At Lord & Taylor's, New 
York: J. W. Robinson Company, Los Angeles; J. L. Hudson Company, Detroit. 

B. A-bloom with flowers—a beautiful print in orlon and wool jersey. Light, almost white, back 
ground with blue. red. or beige flowers. By Jerry Gilden in sizes 8 to 18. 822.95. At Franklin 
Simon’s, New York; Marshall Field's, Chicago; J. W. Robinson's, Los 


ingeles. 
.. The perfect accessory for a party dress 


a pretty shoe. Here—“Carioca” in black suede with 
a silken bow. By Mannequin. Price: $10.95 (slightly higher in West). At Bloomingdale's, Neu 
York: Marshall Field's, Chicago; May Company, Denver. Dress by Mr. Mort. 

D. Black wool—all dressed up for a party. Bateau neckline, just-to-the-elbow sleeves, lace-and- 
satin midriff, pellon-lined skirt. By Mr. Mort in sizes 5-15. $45. At De Pinna’s, New York; 


William H. Block's, Indianapolis; Meacham’s, Fort Worth, Texas. Party pumps by Pappagallo. 


E. Silken stripes with a feminine approach—bow-tied neckline. cuffed sleeves. full. full skirt. 
i PI [ 


By Jonathan Logan in sizes 5-15. $25. Colors: brou n beige black: royal powder blac k. {t Lord 
& Taylors, New York; J. W. Robinson's, Los Angeles; J. L. Hudson’s, Detroit. 


ae 





_ 





@ The prettiest girl at the party arrives looking 
just that way and goes home looking the same. Whether 
she’s standing under the mistletoe or stopping for a 
3 a.m. breakfast of bacon and eggs, she’s band-box 
fresh. Her secret? No secret—just a carefully planned 
and applied party make-up that stays on and on and on. 


Take One Clean Face 

To start with—a clean face, preferably the result of 
a cleansing lotion. (Soap is apt to be drying during the 
winter; and if your face is already chapped from sud- 
den changes of weather and wind, give it a light cream- 
ing just before you apply a foundation. ) 

Then, two dots of a liquid base on the forehead, and 
a tiny dot on nose, chin, and each cheek. Start to blend, 
upward and outward, being careful to reach out to the 
hairline and down to the collar line. Since you're going 
to be seen under all kinds of lights. select your founda- 
tion with care. When you go to buy a base, let the cos- 
metician recommend a shade for you. As a general rule, 
a base should never be rosier than your own skin tones, 
though one that’s too light will make you appear sallow 
and washed out. 

Next—cream rouge (one that harmonizes with your 
lipstick) dotted high on the cheekbones and then spread 
upward and outward to the temples. You'll have to use 
a little self-judgment here, too, as to just the right 
amount. Too much and you're a clown; too little and 
your holiday red velvet gets all the attention while your 
face fades into the background. (For a completely 
natural look, try blending a few drops of rouge with a 
little foundation in the palm of your hand. Dot and 
blend. ) 

And now over the whole face, including eyelids and 
mouth—a first dusting of powder to set the make-up. 
It makes your eye make-up and lipstick cling better, 


too. 


The “Eyes” Have It 

Of course, “the prettiest girl at the party” uses eye 
make-up to her best advantage. A party face requires 
more than just everyday make-up. Start with eyebrow 
pencil applied with short, feathery strokes to darken 
and extend the brows. And if you have a really steady 
hand and it’s a very special night, try a colored eye 
liner. You'll achieve the best results with this if you sit 
down and rest your right elbow on a hard surface for 
extra balance and control. With the left hand, hold the 
eyelid taut and draw a thin line as close to the lashes as 
possible. This takes some doing and determination, so 
a little practice before the big night is a good idea. 

After you've drawn the line, use your finger tip to 
gently smudge the line and soften the effect. When it 
comes to colors, you have a rainbow assortment to 
choose from, but unless you're a definite femme fatale, 
it may be best to skip the more exotic golds and silvers 
and let your choice be guided by the color of your eyes 
and the dress you're wearing. 

Follow up with mascara. Unless you’re familiar with 
this, a cake mascara is generally easier to manage than 
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a cream that’s inclined to bead if too much is used. 
Dampen the brush (many models find that wetting the 
brush with the tip of the tongue gives just enough 
moisture) and rub it generously over the cake. Apply 
the mascara with a curving upward stroke, starting at 
the center of the lashes and going out to the ends. Most 
girls find that mascara need be applied to the upper 
lashes only—this gives them enough starry-eyed beauty. 
You'll also want an extra brush, clean, of course, to take 
off excess mascara and to give lashes a light, airy look. 
The “heavy” look is out. 

Then apply eye shadow (the same color as the liner). 
started at the center. stroked to the end of the eyelid. 
and blended into the liner. None above the eyelid, 
please. 


For a Prettier Mouth 

When it comes to lip make-up. a brush is still a girl’s 
best friend. For a perfect outline, use a brush; but if 
you just can’t manage one, try one of the new lip 
pencils. Fill in with your regular lipstick, paying 
special attention to the corners and the inside of the lips. 

It’s easy to give yourself a “new look” with lipstick; 
it's a good way to overcome any little shortcomings. 
But unless you've “practiced till you’re perfect.” you'll 
look prettier if you follow your natural lip line. After 
you've filled in the complete outline, blot, powder; fill 
in once more and blot several times. 

You might need a final powder touch-up—and once 
you ve done this, blot your face with a piece of cotton 
soaked in cold water. This sets the make-up and gives 
a glow to your skin. 


Basic for Beauty .. . 

Foundation of any beauty is the strong and healthy 
body that comes from a well-balanced diet and plenty of 
sleep. Even the most careful make-up job can’t erase 
the lines and circles caused by too little sleep and too 
many parties. 

When you know you're going to be out late on a cer- 
tain evening. plan to get a few extra hours of sleep the 
night before. Or, if that special date occurs during the 
weekend, squeeze in a mid-afternoon nap. You'll feel 
much better, and it will show in your face and manner. 

Holiday parties with their seasonal pastries and deli- 
cacies are a temptation to even the most strong willed. 
To the calorie conscious they can easily prove to be the 
disastrous end to weeks of careful dieting. Since it’s 


almost impossible to bypass party food all the time, why 
not be especially careful when having dinner at home. 
Or, if you’re having a quick supper before going to a 


party, skip the dessert at your own table—you'll be able 
to eat later without any feelings of guilt. Concentrate 
on meat and other protein foods, leafy vegetables, 
and fruit juices; and above all, it's important to eat 
regularly. 

Good health—the result of proper food and rest—a 
perfect make-up, and a becoming dress. That’s all you 
need to be the prettiest girl at any party. 
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AT 
LAST 


A 
Perfect 
Clipless 


SKIRT HANGER 











This marvelous. skirt hanger never lets 


your skirts down. No clips to mark 
delicate Inserts quickly, easily 
into waistband, holds skirt gently, firmly, 
without stretching. Its secret is the 
unique spring action. Self-adjusting to 
all skirts from size 8 to 20. Sturdily con- 


fabrics. 


structed, stainless metal. Perfect for 
taffeta, velvet, corduroy, leather. 
SATISFACTION 

GUARANTEED 





Cc 


Order 3 for $2.50 
or 
5 for $3.98, 


CONVENIENT 


HOME PRODUCTS 


Dept. TS. 2, Box 396, Fair Lawn, N. J. 





postpaid. 








New! Clever! 


SWEATER-GUARD 


. a much needed fashion accessory! 


Now you can toss your sweater cas- 
ually over your shoulders—it won't slip 
or fall off! Pretty pearl-studded, gold. 
plated clips and chain hold it in place 
glamorously. Buy one for every sweater 
you own... and for gifts, too! 





$1.00 each—3 for $2.75, ppd. 
Git MASTERCRAFT cosre.°foisnsss. 
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WRITE Like AalCollege Graduate 


If you lack complete college training in English you can now 
become an effective speaker, writer, and conversationalist 
—without going back to school. With the new CAREER 
INSTITUTE METHOD you can stop making mistakes in 
English, build up your vocabulary. spee: d up your re ading, 
acquire real writing skill, learn the of fluent con- 
versation. Method successfully used by thousands. Takes only 
15 minutes a day at home. Costs little. 32-page booklet mailed 
FREE upon request. Send card or letter NOW! 

Career Institute, Dept. 14512, 25 E. Jackson, Chicago 4 
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FREE coxteais 2 S 
WITH EACH ORDER 
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Beautiful portrait 
enlargement worth 
19¢ FREE with 


your order for fa 
mous Roy Wallet 
Prints—orderallyou 
need for swapping— 
perfect for job, 


school, passport, and 
all dentification 
ACTUAL SIZE Send picture or neg- 


(24%" x 3%") ative with your or 
SATISFACTION der. Satisfaction 
GUARANTEED = guaranteed. 

ROY PHOTO SERVICE, Dept. 21 
(P.O. Box 644, New York 1, N.Y.) 





BARGAINS! Buy Wholesale! 


ve Money 


Everything for Be Family! 


Clothing @ Watches @ Jewelry @ Housewares 
Toys @ Luggage @ Cameras @ Appliances, ete. 


FREE CATALOG 
JAY NORRIS CO., 487 Broadway, N.Y.C., Dept. TS 














$4,000,000 
IN PRIZES WON! 


You, too, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today for FREE “‘Con- 
fidential Contest BULLETIN” with 
winning helps for the biggest 
contests now on. . no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Phila. 7, Pa. 
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SAVE $100 a Year 


ath a peopel 


with each Perpetual 


Date & Amount 
Bank. 25c a day 
keeps Date up-to- 
date. Also totals 


amount saved.Forces 
you to save daily, 
or Calendar won't 
change date. Auto- 
matic saver for gifts, 
vacations, clothes, 
Payments, etc. Au- 
tomatic mechanism 
with key. Use year 
after year. Order 
Reg. $3.50, now only $1.99 each; 3 for 





several. 
$5.75; 6 for $11.00, postpaid. Mail cash, check, or 
money order to LEECRAFT, Dept. TS, 300 Al- 


bany Ave., Brooklyn 13, N. Y. Prompt delivery. 


Today’s Secretary 


Goes 





A TOUCH OF GLAMOUR for bedroom or 
bath is this plastic tissue box and ruffled 
nylon cover, accented with a lovely rose 
of the same color. Both completely wash- 


able and comes in 


k-drying; set 


quic 





white, pink, yellow, blue, rose, turquoise, 
and black. An unusual gift at $5 each, 
$9.75, postpaid. Allow 
delivery from 20th 


Dept. TS, Vandalia, Mo. 


two for three 


weeks for Century 


House, 


A CLEVER LITTLE SHOE (at a clever 
little 
with 


price) designed to hug your feet 


glovelike softness—that’s the Con- 





with foam rubber in- 
nersoles and adjustable 


tessa. So relaxing 


bow in white, 


red, smoke, black, pink, light blue, and 
tan. Sizes 4 to 13, AAAAA to C, $3.95 








IS YOUR BLOUSE 
“POPPING OUT’’? 


“MOBI's,” the instant-on, flat 
plastic anchors, hold your 
blouse secure inside your 
skirt for that neat, slim, trim 
look all day long. No matter 
how you twist or bend, your 
blouse stays right where it 
belongs. Easy to put on— 
easy to take off—won’t tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.’s 
please.) 


VIA PLASTICS 


TODAY’S SECRETARY 


FOREVER 





Dept. D, Fuller Bidg. 
Philadelphia 3, Pa. 
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Shopping 





plus 50 cents postage; from Moceasin- 
Craft, Dept. TS, 58-S Buffum Street, 


| ynn, Mass. 


NO SIZE WORRY with this snug little 
turtle-neck scarf of soft, quick-drying 
orlon. Perfect under or over coats, suits, 
dresses, and blouses to keep you both 
warm and fashionable. Buttons down the 
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hack: automatically adjusts to any size. 
In snow white only, $2.50. postpaid: 
from Mastercraft Products, Dept. TS. 


273-285 Congress St., Boston 10, Mass. 


BONGO, BONGO, BONGO— you don’t have 
to go to the Congo to find authentic 
rs ; 

handmade bongo drums. These are im- 









NAME _ 
ADDRESS 


CITY 


ACTUAL SIZE f 


We enclose portrait or photo and $ 
wallet photos and free sample resume and instruction sheets. 


Here’s -. PHOTO 


secretaries use 


You receive free, three full 
pages — a one page sample 
resume and two pages of in- 
structions, to help you prepare 
resume to use with wallet 
photos. Order extras at same 
time for gifts— relatives, fam- 
ily, friends and identification. 
Your original returned un- 
harmed with 25 special qual- 
ity 214 by 34 silk finish, 
double weight photos plus 


resume, 


Send $1.00 plus 10¢ ship’g for 25 


You'll love your pictures or money returned. 


APPLICATION PHOTOS, Dept. 103 
Box 271, Salem, Mass. 


FROM ONE 
POSE 


for 


—___ AONE __STATE . 


Printed + name and address assures ) fester service. 








WANT TO BE A CPS? 


Start Preparing mow for the ne xt CPS exams 
with our study guide, “with 1957 changes 
(3.08); practice tests (3.08 & new bibliog- 
raphy (1.00) Used 6 years in famous Long 
Beach, California, course and internationally 
Correspondence Course or intensive course also 
available. Business Research Associates Incorpo- 
rated, P.O. Box 7093, Long Beach 7, California. 
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THE SECRETARY’S $ errr 
CHARM BRACELET 349: POSTPAID 


Seven accurate miriatures of the secretary’s pro- 
fession, each beautifully Hamilton Gold-Plated and 
guaranteed perfect. Charms include posture chair that 
swivels, typewriter, desk, telephone, time clock, 
stapler, and adding machine. $3.49. 

Also available in Sterling on $12.50, and 
Hand-Polished 14 kt. Goid, $7 

Send check or m.o. now! ecu ‘back guarantee. 


PERSONALIZED GIFTS CO. Dept. 112-S 
160 Fifth Ave., New York 10, N. Y. 
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VERTICAL 
HOLDERS 


LIGHTS 


* Permits hanging 
oll lights ebse- 
lvtely vertical 


* Gives tree neet, 
trim eppecrence 


*Mekes bubbles 
work better 
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AUTOMATIC PENCIL 
FOR CHALK 











Sf 
Ai > uirage teacher's efforts with 
this tical token of your ap 
preci HAND-GIENIC, the 
automatic pencil that Uses any 
+ tandas d ome ard chal wv pas 
tels. Ends forever messy chalk dust 
on hands and clothes. No more recoiling 
from fingernails scratching m board, 
eching or crumbling chalk. Scientifically 
balanced, it makes chalk writing o lrawing 
i smooth pleasure 


DIFFERENT GIFT 
OF LASTING USEFULNESS 





eaching hour teac ay will ble 
HAND-G TENT and ad Sturdy 
metal construction, 1 YR. WittT EN a tr 
ANTEE And what an tmopr ‘ ‘ 
ape rar 22 vold-p mee i cap contrasts 
veautifu v x-black barrel Di time 
ve yu ul to “iv Send & 
ne i s r et of 3 for dif 
, t r I tay 7 Ss f 
moneys ack Same da riper sent 





or Fo 
cle rs add 15¢ ea ORDER TODAY 
EXCLUSIVE! NOT SOLD IN STORES 


HAND-GIENIC, Dept. 77 
161 West 23 St. New York 11, N. Y. 














NATION'S #1 NOVELTY 


Tea Rose—Salt Shaker 
Red Rose—Pepper Shaker 
Flowerpot—Sugar Bowl 
Ali for $1.25, ppd. 


Send for free gift cata.og. 
ROSLYN SHOPS 
46-36 Beli Bivd., Bayside 61, N. Y. 

















Money-back Guarantee 
JAY NORRIS CO., 4687-TD Broceway, New York, WN. Y. 
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| Bevel: H 
Has =UGLY FAT ; 
8 for a Glorious Figure hs ! 
' $25.00 VALUE Y 
: Your price $795 os ; 
‘ . Tame off fat where it “d tax Add me po vatage 1. 
8 © Aids circulation—relaxes! con's ' 
: ELECTRIC GLORIFIER MASSAGER ! 
@ fctiers vibrate fetby ifesuc—3-way action tak <f Gamer. © 
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GEMSTONES 


frat on 3 


{ 





BAROQUE 





Earrings $1.95 
Bracelet $3.95 
Necklace $6.95 


A wonderfully new collection of ear- 
rings, bracelets and necklaces in gen- 
uine baroque gemstones designed for 
you in colors to complement all your 
costumes. 


The baroque gemstones are set in metal 
parts of yellow anodized “Supra” metal 
which is guaranteed not to tarnish. 
These lovely pieces are available in 
mixed stones or your choice of one- 
amethyst, yellow tiger-eye, rose quartz 
and Lake Superior agate. 





Prices ‘include tax and postage. Send 
check or money order to: 


SAVOLAINEN CORPORATION 


Dept. TS, 222 Chestnut St., Virginia, Minn. 















FRE GIANT NEW CATALOG 
Helps you make Extra Money 
Quickly and Easily in your Spare Time. 


Sell Fine Famous Brand Products te friends and 
neighbors. Save them time .. . and money too! 
You can hove o profitable dig- 






nified business of your own S - 
Neo samples to corry. We give Gene, 
you Free everything you need; Dells, Teys 
Big Cotolog ond seporate te ess 


wholesale price list. You moke 

Big profits on every sole. We 

ship all orders for you 

Write for FREE 124 Page Full Color Catalog. 
The Fraleib Company, Dept.ST 


39 Union Square, N.Y. €. 3, N.Y 


Clocks, Radios 
& thousends more 



























WORLD’S FOREMOST 
WALLET PHOTO PRODUCER 


That's right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation pious or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 

Satisfaction guaranteed or your 
money back. 


™ '™ LARGA-PIC — BOX Z-20™ 
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MAGIC PHONOGRAPH 
Py ~~ 









co ; 
RQ. ’ 
A big thrill for the little ones. A real hand- 
operated phonograph of their very own. The 
special unbreakable record tells seven popular 
nursery rhymes and the accompanying coloring 
book illustrates the story. Simple to operate. A 
cute ’n clever gift—perfectly safe. Keeps young- 
sters fascinated for hours. Complete, ready to 
play—only $1.50, postpaid. Satisfaction guar- 
anteed. Sold exclusively by mail. Order Now— 
while supply lasts. MAIL-O-PAC, P.O. Box 
8323, Dept. B, New Orleans 22, Louisiana. 





101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 














Exaser Soiled / 


Por tidier typeerstton cor yeu 


MAGIC MESH & clea 















Faster promotions, more frequent raises, bigger 
opportunities, executive privileges — all these go 
to the man or woman who can express his ideas 
with force and conviction. Only $2.47 per exercise. 
No single secret of success as effective as the ability 
to make people like you. So often this merely means 
knowing what to say and how to say it. A new system 
has been developed which allows anyone with a se- 
rious interest in a brighter future to become a master 
of words in everyday speech. After only a few simple 
exercises you pes nor eel a new surge of confidence in 
yourself, become the center of social groups and win 
the respect and support of business associates and su- 
pervisors. Send for free booklet. Practical demonstra- 
tion for achieving personal domination thru words. 
Sent postpaid. No obligation. No salesman will call! 


RAYMOND E. BRANDELL, Publisher 
1801 Birchwood Ave., Dept. io-m,. Chicago 26, Ill. 








SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














Printed Name & 


1000 Address Labels 


ad | 
1000 Sparkling name & ad- 
dress labels, nicely print- 
ed with lovely Plastic box 
for just $! postpaid! 5 orders or more 
at 75¢ per order! Money-back guarantee. 
300 LABELS—50c (No Plastic Box). 
Free wholesale selling plan! 





TOWER PRESS, 
591-PPH 


INC. 
Lynn, Mass. 





Box 








ported from Latin America, fitted with 
cured goat skin stretched over beautiful 
native shells of light and dark stripped 
South American hardwood. Professional 
size, only $7.95, regularly $10.95, post- 
paid; from Gifts and Gadgets, Dept. TS, 
Brooklyn 23, N.Y. 


JUST PRESS THE BUTTON on this marve- 
lous little mirror and you have light for 
retouching your make-up, locating elu- 
sive keyholes, or searching through your 
bag. This answer to many a girl’s dreams 





comes complete with standard bulb and 
penlight battery, attractively gift-boxed. 
Size 3 by 3% by % inches. Only $1.50, 
postpaid. three for $3.95: from Cheg- 
widden Specialties, Dept. TS-25, P.O. 
Box 182, Dover, N.J. 


SWING AND SWAY this Wonder Tray, 
even over your head (we tried it), and 
never spill a drop. Scientifically balanced, 
12-inch tray holds up to 10 glasses, can 
be carried with one hand. Folds for hang- 


ing—try it as a dinner gong. Magnificent 





as a different Christmas idea for some- 
one who appreciates fine things. Tray 
comes in bright copper, $5.75; or black, 
$4.50; with brass handle and cork mat. 
Prices postpaid, from Hilde Bee, Dept. 
TS, 100 West 13th Ave., Denver 4, 
Colo. 


BOTTLETTES GENU 
IMPORTED FRENC 


Ms Yay 


Samples from world renowned Perfumers. 
Supply limited—this offer may never be du- 
plicated at this low price. Order several sets 
NOW for GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CoO.. p.o. Box 264 
Dept. P-|82-I Farmingdale, N. Y. 
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BY MARGARET OTTLEY 
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The Complete Office Wastebasket 
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BY ALAN C. LLOYD 


(Key to shorthand on page 39) 


MHF PPS 
he 
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BY MARGARET ENGLISH 


OW IMMUNE are you to 
that most expensive of oc- 
cupational diseases—oflice _ ten- 
sion? If you fall prey to it, it can 
rob you of efliciency, poise. and 
happiness. Yet, strangely enough, 
the higher your ratio of interest 
in your job, the more susceptible 
you become to this difficulty. Only 
when you understand its causes, only when you learn to 
recognize its signs. can you build up an immunity to it. 
The most harmonious of offices sometimes generates 
tension. It may be a deadline date. It may be a time 
of year when the work load is heaviest. It may be your 
working conditions. It may be that your boss is tem- 
peramental. It may also be that your boss is so easy- 
going that there is no discipline. And then again, it 
may be you. 

Whatever the cause may be, you are the only one who 
can cure it. It is a personal reaction, but it is not a reac- 
tion that the working woman can afford for very long. 
It only spins you deeper and deeper into the pool of 
frustration as you see your calmer colleagues being 
given the promotions and achieving the distinction and 
reputation of being mature workers. 


BEGIN TO BUILD your immunity to office tension by be- 
ing good to yourself. Rest and food are fundamental to 
a sound mind and body. They are so fundamental that 
we sometimes forget about them. Lunches of the “sand- 
wich and coke” variety will eventually take their toll if 
eaten day after day. And you cannot hope to keep 
shining-eyed unless you get sufficient sleep—eight or 
nine hours or whatever you need. Pamper yourself 
on these points. It is the only way to feel as alert as you 
hope you look. 

Use your coffee break for the purpose for which it is 
intended—change of pace, relaxation. Black out office 
problems in that fifteen minutes. Let lunchtime be lazy 
time; let your free time be free. Martyrdom has never 
been a key to efficiency. 

Learn to master the difficult art of doing one thing at 
a time. You do not serve the cause of efficiency by con- 
fusing it with versatility. Tackle one problem, and for 
the length of time you are dealing with it think of 
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nothing else. This will give you 
poise and a sense of accomplish- 
ment—qualities that are enemies 
of tension. 

Give each problem your very 
best effort. This is a much more 
specific attitude than the general 
idea of always doing the “best 
you can.” It pins you down to 
speed. neatness, thought, and complete concentration. 
It removes you from the center of office tension because 
all your attention is focused on the detail at hand. This 
intense concentration demands great discipline at first, 
but it is a strong protection against tension. And it will 
help you do a better job. 


battle 


against tension is not to indulge in office gossip. It is 


PERHAPS THE MOST DIFFICULT facet in your 
hard because it is human; it is hard because the line 
between shop talk and gossip is very fine. One clue to 
the difference is that gossip is, more often than not, 
derogatory. Beware! Let the stream of office gossip flow 
around you. 

Look for humor on the day when people and places 
tighten up. A hearty laugh or a warm smile can save 
your whole office day and its output. 

Learn. too. to take each day as it comes. If things go 
wrong—and they will from time to time accept the fact 
calmly. Do what you can to correct the situation, but 
don't let it ruin the entire day or, worse, the entire week. 

Leave your job in the office when you go home. Not 
to do so shouts to the world that you are a person of 
arid interests. You need a well-rounded personality, for 
opportunity for advancement comes to those people who 
have vision, varied interests, and social poise. Develop 
those aspects of your personality when you leave the 
office. You'll find life and your job more pleasing and 
more fun. 

If you find that you are still seriously troubled with 
office tension, you may be in the wrong atmosphere. A 
happy worker is a relaxed worker. However great your 
need for the job or however much you like your salary, 
it will pay you to reconsider the work you have chosen. 
Don't be tied in an office knot all your working life. You 


can cure oflice tension if you try. 
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by FLORENCE ELAINE ULBICH, Director. Gregg Awards Department 


CONTEST COPY 
Also copy for December OGA Membership Test 


(See instructions on opposite page) 


-PwaGP Os, o-_ ~»"T . 


(Turn to page 39 for Junior OGA Test) 
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F International 


OGA 
CONTEST 





THE MAGIC OF AN IDEA sparked the 

first OG A Contest many years ago. It 
fired the imagination of teachers and stu- 
dents, awakened interest and enthusiasm, 
created ambition, and encouraged study 
and practice to build better secretaries 
for more exciting careers. 

The Gregg Program of Tests and 
Awards is the outgrowth of an idea that 
occurred to John Robert Gregg while he 
watched teachers and students striving for 
proficiency in the secretarial skills. “Prac- 
tice, practice. and more practice is needed 
for building skill in shorthand and typ- 
ing.” he said: and he forthwith provided 
an Aladdin’s lamp with which to make the 
teacher's dream of a student's devotion to 
study and practice come true. 


MILLIONS OF STUDENTS and practicing sec- 
retaries all over the world have won at- 
tractive certificates, pins, and other prizes 
for work well done, as the result of the 
magic of that itea. Greggites in many 
countries have won membership in the 
Order of Gregg Artists and valuable 
prizes in the International OG A Con- 
test held every year. 

(Continued on page 39) 
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RULES AND PRIZES FOR THE 45in O G A CONTEST 


YRIZES ARE AWARDED on shorthand 
style only. Notes must be written flu- 
ently and accurately. Do not draw the 
outlines. Write them at a normal speed. 
Pay close attention to form of curves, size 
of circles, length of strokes, and slant— 
and make firm, smooth notes. 

Prizes are given for both team and in- 
dividual effort. Ten or more entries from 
one school or office constitute a “team.” 

If there are not ten entries, the papers 
are still eligible for individual prizes. ) 

School teams will be entered in their 
respective school divisions: Public High 
School Division, Parochial School Divi- 
Collegiate Division (Colleges and 
Private Schools), or International Divi- 
sion (schools from countries other than 
the United States and_ its possessions ). 


SION, 


School Prizes 


Prize, a beautiful 
loving cup, goes to the making 
the highest score of all four school divi- 
sions of the OG 4 Contest: together with 
i $100 U.S. Savings Bond, which will be 
warded to the teacher or group of teach- 


7 he GRraNnpD SCHOOL 


team 


ers entering the winning team. 

First Place. First-Prize Trophy Cup 
to the winning team, and a $25 U.S. Sav- 
Bond to the 
teachers entering the 


Second Place. Second-Prize Wall Plaque 
to the winning team, and the desk pad, 
“My Week,” with magnetic pencil, to the 
teacher or teachers. 

Third Plac: Third-Prize Wall Plaque 
to the winning team, and the desk pad, 
“MIy Week,” to the 

(If more 
sented in a team, the cash prize will be 
divided School 


ings teacher or group ot 


team. 


teacher or teachers. 


than one teacher is repre- 


equally cups are now 
permanent awards 

Next Five Prize-School Banner 
to the winning teams, and the desk pad, 
“My Week,” to the teacher or teachers. 

Next Fifty Places (all divisions ): Hon- 
orable Mention Banner to the winning 
teams, and a fountain pen desk set to 
the teacher or teachers. 


Honorable Mention Certificates will be 
awarded to teams with a rating of 50 or 
better, as follows: Gold Seal. rating of 
70 or better; Red Seal, rating of 60 or 
better; Blue Seal, rating of 50 or better; 
and a gold OGA Pin will be awarded to 
the teacher or teachers. The OGA Honor- 
able Mention Certificate, beautifully en- 
grossed with the name of the teacher and 
school, may be mounted attractively on a 
mahogany 10 by 12% 
inches, laminated with gold bevel and gold 
stripe around the Certificate, and backed 
with 


Plac es. 


ply wood plaque, 


in easel, for $5, postpaid. These 
plaques are beautiful and permanent. 
If vour school team wins the OGA 
Honorable Mention Certificate and de- 
sires to have it mounted, you should re- 
turn the announcement that will be mailed 
to you after the Contest entry has been 
rated, together with $5. If we have not 
heard from the school by the time the 
certificate is ready for mailing, we shall 


send it without mounting. If only one 
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plaque is ordered in a school where two 
or more teachers win individual OGA 
Honorable Mention Certificates, please 
give the name of the teacher who is ap- 
plying for the plaque. 

Every school team entered in the Con- 
test will be considered for the Grand 
Prize, but the team that wins it is auto- 
matically taken out of competition for the 
First-Prize Trophy in its respective school 
division. 


Individual Prizes 


The Individual Grand Prize loving 
cup will be awarded to the writer of 
the best specimen received in the Contest. 
Winning this event automatically bars the 
winner from competition for first place in 
his respective division. 


All shorthand writers, except winners 
of first place in any previous OGA Con- 
eligible for Individual 

Contest specimen will auto- 
matically be put into competition for the 
Individual Grand Priz 


test, are Prizes, 


and every 


Individual specimens will be classified 
according to the 
follows: (1) 


status of the writer, as 
Teacher, (2) Student, (3) 
Shorthand 
Reporter. Identical prizes will be awarded 
in each of the 


Stenographe r, Secretary, or 


Individual Divisions: 


First Place. Small Loving Cup (a 
permanent award ). 
Second Place. Sterling-Silver OGA 


Medal or Lavaliere. 
Third Place. 


Esterbrook fountain pen 


desk set. 
Next Ten Places. Copy of desk pad, 
“My Week.” 


All specimens rating Honorable Men- 
tion will receive the gold OGA Pin. The 
office group that submits the best speci- 


mens will be given a special team cup. 


Duplicate awards will be made in case 
of ties. 


Rating of Specimens 


Notes are rated on fluency of writing; 
correct formation of curves, blends, and 
other characters: proportion in the length 
of strokes and 


sizes of circles; and on 


facility of joinings 


School teams are rated on: 


l. Percentage of papers submitted from 


shorthand students in class or classes 
eligible to compete, 

2. Percentage of specimens qualifying 
for OGA Membership. 


> 


3. Percentage of 


Honorable Mention. 


specimens awarded 

4. One point additional credit will be 
given for each Honorable Mention, and 
one-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is composed of 
Alan C. Lloyd, Charles E. Zoubek, Charles 
Rader, Anne G. Kovacs, and Florence E. 
Ulrich, Contest chairman. 


Before preparing individual and team 
papers, read these important details. 


General Instructions 


1. The Contest copy on page 36 must 
be used by all contestants. 


2. Any good penmanship paper, pref- 


erably ruled, may be used. 

3. Pen (preferably) or pencil may be 
used, except in the Teachers Division. 
Either pen-written notes or a photo of 
blackboard submitted in 
the Teachers Contest Division. 


notes must be 


4. Write your name and address at the 
top of the paper. If you are a teacher or 
a student, give the name and address of 
your school, and state whether or not you 
hold an OGA or Contest award. 

If you are a reporter or office employee, 
give the name of the firm by whom you 
are employed and mark your Contest 
copy “Stenographers Division.” 

5. Only one paper may be entered by 
any one contestant, but the Contest copy 
may previously be practiced to develop 
contestant’s best style. 


6. Mail Contest entry to OGA Contest 
Committee, Topay’s Secretary, 330 
West 42 Street, New York 36, N. Y. Post- 


age must be paid at first-class rate. 


7. An OGA Contest Blank, properly 
filed out, must accompany School Con- 
test Clubs. Teachers can obtain this 
blank by sending their request to the 
OGA Contest Committee together with 
a stamped, self-addressed envelope. 
(Teachers who are subscribing to this 
magazine will automatically receive an 
OGA Contest Entry Blank in January. ) 

This Contest Blank is to be used in 
connection with School Clubs only. 


8. No entry fee is charged. 


9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well as for the Contest, the paper 
addressed to the Membership 
Examiner, Topay’s Secretary, 330 West 
42 Street, New York 36. The usual fees 
for Membership application will be re- 
quired: 15 cents for Membership Certifi- 
cate; 50 cents for Superior Merit Cer- 
tificate or OGA Pin. (Superior Merit 
Certificates will be issued only on qualify- 
ing pen-written entries.) If the Superior 
Merit Certificate is to be mounted on a 
plaque, the charge will be $5. 


10. The Contest closes March 1, 
and papers that reac h us on or before 
that date will be considered. (Contest- 
ants outside the United States have until 
March 15.) Results will be announced 
in the June issue of Topay’s SECRETARY. 
No report on the Contest other than that 
will be made (except mailing of prize 
awards and certificate reports on Mem- 
bership applications ). 


should be 


1958, 


ll. We repeat: Ten or more contest- 
ants are required to tonstitute a Contest 
team. Only one team may be entered by 
any one school or office, but the students 
of more than one teacher and stenogra- 
phers of more than one department may 
combine their work into one club repre- 
senting the school or the office. If fewer 


than ten are eligible, contestants may 
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[Current Date] 


To: The 


Staff; From: Thomas C. Kramer; Sub- 


ject: Handling Orders and Requests for Information 

Have you ever realized that as a salesman for 
Ryan Rubber Company your attitudes and actions 
can make the difference between a sale and a lost 
customer—between good and poor customer rela- 


tions? 


Whenever you pick up the telephone or sit down 
to write a letter, you are representing Ryan rubber. 
The tone of your voice and the tone of your letter 


have a very 


direct effect on a customer’s opinion of 


our company. Either can invite him to come back or, 

worst of all, chase him to one of our competitors. 
Because each of you plays such a vital role in 

pleasing our customers, I am attaching a set of 


guides that 


will help you do an even better job. 


When an upset or complaining customer calls, that 


is the time 


we should apply the overworked but 


nevertheless true saying, “The customer is always 


right.” It will almost always retain the customer’s 
good will. T.C.K. 


Words 


99 
109 
120 
129 
139 
149 
159 
168 
178 
189 
193 
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1. Look through your mail sfeveral,times a da 
jinguiries. Orders should get firs priority; inquiries 
second peterity. Gat 


iny £ a 
ay ior orders 





t 
2. Do not puten order aside b ecguse ypu know how 
an“ 
to handle it. Find out how, 


ot—end=de it immediately. 






: rot « ) 

>, Domit place an order in anyone's Incoming’ Box; he or 
she may be out of the office for a day or on e-months 
vacetionfo a morth el 


r at - 

4. Dom send an unfilled orderthroub — mail. 
Have it hand-delivered or picked up by 

department. 


the aprroriate 
A 





The Zustomer is more likely to camplain 
Gk of courtSy the about e lack of efficiency. 

By the tone of your voiceyx and the manner in which you 
teke care of hiciinquiry, let the customer know that you r 


are anxious to help AJM. _ 





Don't pass the buck just because a caller has been mis- 
dir ctedePake and givemll the informgion you can, but 
n't keep the caller hanging on. Promise to call him 


| back quickly, and then make ceffain that someone does. 
Na 
| 
| “ aW 7 
|\4. When you find it necessry to transfe call¥ be certain 
| the negt person is the one who can the customer. Don't 
guess*® fe 
I 
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OAT 
JUNIOR 


Using either plain paper or 

letterhead, arrange this memo 
attractively on a full sheet. 

Use the word count to 

keep track of your production speed. 
Check your work for: 

(1) good placement, (2) neatness 
(type clean and clear), 

(3) accuracy (no typographic errors or 
strikeovers), (4) uniform indentation 
throughout, and (5) correct punctuation 
and spelling. Leave a blank line 

between paragraphs, even in single- 
spaced material. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
412 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CT 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as fol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * December copy is good 
as membership tests for OAT, CT 
(page 40), and OGA awards until 
January 20, 1958. 











OAT 
SENIOR 


Use a full sheet of plain, white paper to 
type the manuscript page alongside. 
Type carefully, and be sure to make all 
the corrections indicated on the page. 


To qualify for the Senior Award, 

you must submit the Junior Test (the 
memo that appears above) as 

well as a corrected copy 

of the rough-draft page. 


Both tests may be retyped until 


you feel that the copies you are 
submitting represent your best work. 
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OGA CONTEST 


(Continued from page 36) 


OGA CONTEST RULES 


(Continued from page 37) 





(Among the proud holders of these cov- 
eted awards have been a professor at the 
| niversity of Oslo, Norway, and subse- 
quently a professor at Yale: a lighthouse 
keeper on the Isle of Man: a Canadian 
\lountie: one of New York's “finest” pa- 
trolmen: Chinese princesses: students in 
Cairo. Istanbul. Tokyo. London. Belfast, 
ind Malay: an eighty-year-old grand- 
father: and an English lad of eight. “Mr. 
Gregg has done with his shorthand sys- 
tem what many internationally minded 
people had hoped Esperanto would do 
created an international language,” said 
Lady Winifred Stoner. an ardent support- 
er of Esperanto. many vears ago. Short- 
hand can be a fascinating hobby, as well 
as a professional accomplishment. An 
episode took plac e in Tientsin. China, be- 
fore World War II that testifies to the 
value of learning shorthand. American 
marines and British Tommies stationed 
in Tientsin read an account of an Eng- 
lish woman who, having studied Gregg 
Shorthand as a hobby. won a prize in one 
of the International OG A Contests. A 
delegation was promptly sent to ask Mrs. 
Norman if she would teach some of the 
boys shorthand. Result: one-hundred men 
assembled in the library of her home to 
study Gregg as a hobby. Many awards 
were won from this department. and some 
of those boys became very proficient in 
shorthand. Robert Moore, we recall, 
passed the examination that led to his ap- 
pointment to the American Embassy. An- 
other soldier obtained a fine position in 
private industry in Pittsburgh after his 


return from overseas. 


SHORTHAND IS EASY to learn, easy to read, 
and easy to write, and proficiency in it 
will open up many opportunities for you. 
lt is our guess that you will enjoy your 
shorthand practice more if you plan a 


program of practice that will qualify you 


enter for individual awards. All school 
teams are automatically entered in the 
Student Division also; all office teams, for 
individual Stenographer awards as well 
as for the office cup. 

12. In order for us to rate school teams 
properly, teachers must state specifically 
which entries are from Junior students 
and which from Seniors. A Junior shall be 
a student in the first vear of a two-year 
(or longer ) course or one who shall have 
had not more than five months’ instruc- 
tion in a private school or in an intensive 
one-year course in high school or college. 

“Review” students or postgraduates 
must be entered as Seniors, regardless 
of the length of time they have been in 
their present s¢ hool. 





for one of the prizes offered in the Inter- 
national OG A Contest announced here. 

Hundreds of beautiful prizes. pins. and 
certificates are offered in the OG A con- 
test. the largest shorthand writing event 
in the world! There are individual awards 
for teachers. students. shorthand report- 
ers. secretaries. and those who write short- 
hand as a hobby. Clean and fill your foun- 
tain pens. sharpen your pencils, obtain a 
ream or so of paper for good measure, 
and then practice the O G A Contest copy 
on page 36 until you are writing the 
shorthand fluently, accurately, and con- 
fidently. Read the rules for the sub- 
mission of individual papers before pre- 


paring your copy for entry in the contest. 


STRIVE EARNESTLY to improve your short- 
hand notes between now and the closing 
date of the contest. March 1, 1958. There 
are no problems in theory. You are not 
required to write from speed dictation, 
although taking the copy occasionally 
from dictation will help improve your 
writing style. 

Turn to the contest copy now, begin 
practice on it, and see what a thrilling 
experience it is to be part of this big In- 


ternational Shorthand Writing Contest. 


Junior OGA Test 
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DESK MANUAL 


(Continued from page 15) 





(d) Office Machines & Supplies: Be 
sure to list the people who service ma- 
chines for you: where and how you get 
supplies; where they are kept: brand 
names, quality, and quantity. 

Also, if you use any special outside 

services—mimeographing, printing, pro- 
cessed letters—list these firms. 
(e) Reference & Reports: Insert a list 
of vour boss’ pet reference books and 
libraries, special departments or people 
you call upon for information. 

If your employer is responsible for 
periodic reports, list them. Include 
samples or indicate where back copies 
may be located. Give a time schedule of 
preparation and completion dates, num- 
ber of copies needed, and distribution. 
({) Financial & Legal: If your job re- 
quires fund handling, use a separate page 
for each bank account. Include name of 
bank, kind of account, model deposit 
and withdrawal slips, how to recon- 
cile statements, disposition of canceled 
checks, location of bankbooks and check- 
books. Explain the petty cash system 
where funds are kept, how reimbursed, 
where past records are filed. Note system 
for checking, approving, paying, and fil- 
ing bills. 

(g) Special Sections: If there are cer- 
tain duties peculiar to your employer's 
field, describe these in detail. 

\ well-prepared Desk Manual will be 
a boon to other girls covering your desk 
and will relieve your boss of worry when 
you must be absent. In addition, you may 
find that tts preparation will serve as a 
fuller 


realization of your job's true scope and 


“brusher-upper,” giving you a 


the satisfaction of a task well done. 











(Key to shorthand on page 34) 


1. Fire extinguisher. 


2. Masher-downer. 

3. Fold-away ash tray—self-closing. 
4. Perpetual calendar. 

5. Shoeshine kit (box). 


6. Door for getting paper on bottom 
of basket. 

7. Foot pedal for raising lid. 

8. Suction grid for pulling in dirt 
from floor. 

9. Footrest for shining shoes, tying 
shoelaces, ete. 

10. Suction funnel for catching eraser 
crumbs. 

11. Paper straightener. 

12. Magnet for salvaging paper clips, 
bobby pins, earrings. 

13. Cushion top for spare chair—also 


serves as backboard for carom shots. 
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DECEMBER COMPETENT TYPIST TEST 
a edad n Seta aoa his a eh igzauedaae 
(This copy should be double spaced.) 
Words Words 
Few of us pay much attention tothe 7 started, the entire village would be 305 
fire department in our town. We walk 15 alerted. Men, women, and children 312 
past the station and perhaps glance 22 hastened to see it. If the fire happened 321 
with indifference at the big red truck 30 to occur at night, they would run out 328 
that silently waits for an alarm. We 37 in their nightshirts. They would form 336 
take our fire department for granted 45 a long line. At the end of the line, a 344 
and notice it only when there is an _ 33 man would pump water into a bucket. 351 
emergency. 55 The next man would quickly pass the 359 
But what did people do before fire. 62 full bucket to the person in front of 366 
departments were established? Whena _ 70 him, and so on, until the bucket reached 374 
fire broke out in his home, the cave 77 the person at the other end of the line. 382 
man probably fled, leaving his sparse 85 The last man would throw the water 389 
belongings, and simply found himself 92 onto the flames, and this process would 397 
another shelter. The Indian, who had 100 continue until the fire had been ex- 404 
found fire a helpful friend that gave 108 tinguished. The method, of course, was 412 
him warmth and cooked his food, dis- 115 not a very effective one. By the time 420 
covered it was a destructive enemy 122 the fire was under control, the entire 428 
when it got out of control. What did he 130 building was usually destroyed. 435 
do when this friend turned on him and 137 Realizing that something had to be 442 
threatened to destroy his home? Most 145 done about the threat of fire, men soon 450 
likely, he tried pouring water on the 153 began working on fire engines. About 457 
flames. But when they spread beyond 160 the middle of the nineteenth century, 465 
control, he, like the cave man, simply 168 what is probably the first American fire 473 
built another home for his family. 175 engine was completed. The engine 480 
The Romans were probably the first 182 weighed five tons and cost ten thou- 487 
to organize something similar to our 189 sand dollars to build. Soon after, it was 495 
modern fire department. Two men 196 tested; but the old bucket line was still 504 
formed a partnership. They con- 22 in use. People had to pass buckets by 512 
structed a special cart on which they 210 hand in order to get water into the 519 
carried very large jugs of water. When 218 tank of the engine. 523 
a fire broke out, a man rushed to these 226 It was said, though, that the engine 530 
firemen, who would then hitch their 233 was simpler and quicker than any other 538 
horses to the wagon and hurry to the 240 method that had been used up to that 546 
fire. This method, of course, was help- 248 time. For years, inventors worked with 554 
ful to the community and profitable to 256 various fire engines and at last per- 561 
the men who had started it. It soon got 264 fected the modern fire engine. 567 
out of hand, however. The men, want- 271 We now have the most modern 573 
ing to make even more profit, began to 279 equipment. And not only have we used _ 580 
set their own fires. 284 water for putting out fires, but we have _ 589 
The early American settlers also had 291 also discovered certain chemicals that 596 
fire departments. Whenever a fire _ 298 are effective in extinguishing fires. 604 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Gail Paisley 
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“This is the poneil for me!” 
SEMI-HEX 


with NEW 
LANOLIZED 
LEAD 


. . . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. .. first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever... perfect for 
shorthand and general 
office work. 





Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 


stationers. 


GENERAL'S + .SSEBSTWELS. - SEMI-HEX © iie®)b 


Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 
5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 








CATHEDRAL HOUSE 


(Continued from page 12) 














SCHEDULE YOUR APPOINTMENTS 


the easy, orderly way 


Get a handy 
1958 MONTH-O-RAMA 
A Whole Month’s 
Day-to-Day Schedule 
At a Glimpse 


You'll marvel how this appointme 
systemizer keeps your schedule runnir 
smoothly Dates, dinners, plans, inv 

tions meetings etc 1 into an orderly 
pattern, without conflict. The MONTH-O 
RAMA keeps a whole month's day-to-day 
arrangements in front of you 
the perspective panorama 

plan your time wisely. Helps you s« 
ule and keep track of your boss's | 











too 

Each page is 11x14 block 
day all neatly bound with s; 
for permanence Handy to kee; desk 
by phone in brief case for business 


$ 00 isfaction. guaranteed “Sond only #1 tec 
On ly _ MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo. 
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Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating. hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 


69¢ at all stationers 
and typewriter dealers 












interests of the Dean and Chapter and in the Cathedral 
program in general, concerns which cpver every aspect 
of human life and endeavour.” 

The administration of the Cathedral of St. John the 
Divine is no simple matter. Situated on Cathedral 
Heights in upper Manhattan, the Cathedral’s magnifi- 
cent structure dominates the cosmopolitan city of New 
York. In a sense it is an international center for Angli- 
can culture and teaching. Not being a parish church, 
the Cathedral has no regular congregation: but count- 
less visitors, representing every state and many foreign 
countries, attend the Sunday and weekday services and 
participate in the forums, seminars, and conferences on 
the Cathedral grounds. 

The Dean, four Canons. and a Bursar are primarily 
responsible for the administration of the Cathedral. These 
six men work as a team, each man with his own secre- 
tary. The Canon Sacrist, for example. has the planning 
and oversight of all the services; the Canon Theologian 
is concerned with research. education, and various 
scholarly meetings; the Canon Pastor runs the Cathedral 
Counseling Service and is the chaplain to the Episcopal 
students at Columbia University: the Canon Precentor 
is the director of the Cathedral’s community-action 
program. 

In practice, Dean Pike welds these various functions 
into a whole, making a unified and coherent ministry 
out of a welter of activities. 


BECAUSE OF THE TREMENDOUS VOLUME of work. Cecilia 
seldom takes letters in shorthand. Some of the work and 
correspondence falls into certain categories—invitations 
to functions, requests for a personal interview—and the 
Dean and Cecilia have worked out more or less standard 
answers to them. Therefore. if an invitation needs an 
answer, Dean Pike is likely to say to Cecilia. “Tell them, 
“Yes, I'll be glad to attend on Thursday, etc.” Cecilia 
will take a few pertinent notes, sometimes in shorthand. 
and then return to her own desk in an office adjoining 
that of Dean Pike's. She then dictates a complete reply 
into a dictation machine. Depending on the pressure 
of work. she will type some of the replies herself or, 
more often. give the transcription to a typist who does 
the actual letters. But the Dean replies, often at length, 
to all letters seeking personal pastoral help. 

“We try to do the mail first,” Cecilia explains, “but 
we seldom complete it before the telephone or a visitor 
interrupts the schedule.” From that point on, the day is 
punctuated by meetings, appointments, and the inevit- 
able immediacies to be dealt with—someone requiring 
pastoral help, a short conference with one of the Canons. 
a deadline to meet for a book review or an article, proofs 
to be returned to a publisher, a lecture to be given at a 
seminary, or someone to be visited in the hospital. 


Cecilia finds that most of her work falls under the 
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heading of “miscellany.” For instance, people write to 
Dean Pike or call on the telephone or in person to ask 
him for just about everything under the sun. Will he 
sign a petition, write a book, speak on the radio, preach 
at a service, visit a college, give advice on a personal 
problem, intercede with an official on city affairs, greet a 
croup of parishioners visiting the Cathedral. “Although 
the Dean achieves so much more than most people would 
even think of attempting, he cannot handle all these re- 
quests himself; so wherever possible | take the calls. 

Does it take special training to be secretary to an 
important churchman? The answer in Cecilia’s case 
seems to be: No more than it takes to be secretary to a 
business executive or any public figure. The widow of a 
British naval officer killed in the war, Cecilia served in 
the W.R.N.S. during World War Il. Afterwards she 
received her M.A. degree in Modern and Medieval His- 
tory from the University of St. Andrews in Scotland, and 
she worked for British publishing firms and private 
individuals before coming to America. 

As far as religion is concerned, she has developed an 
increased interest in Christianity since working at the 
Cathedral and attends many of the lectures and_ the 
annual School of Worship sponsored by the Dean and 
Chapter of the Cathedral Church. Being on the “inside” 
hasn't diminished her feeling that it is a privilege to 
work and worship at the Cathedral. 

This vear will be Cecilia’s fifth Christmas away from 
home and she will be attending the midnight service on 
Christmas Eve. “This service,” she says, “symbolizes 


what Christmas in America means to me.” 





WITHIN THE TEMPLE 


(Continued from page 14) 





events that add to the pleasure she derives from her 
work. She takes pride, also. in the personal interest 
Doctor Mark evidences in the well being of his flock, 
for he works untiringly, day and night. going wherever 
his people need him. 

Illness. family problems. and deaths—these are not 
distant disasters to be taken impersonally—they concern 
Edith deeply. as they do the man who must be ready 
to offer guidance and comfort in times of trouble. 

The people she deals with in her work are not clients. 
lhe problems that come to the Senior Rabbi cannot be 
solved by modern calculators or adding machines. They 
are varied, complex, and intangible; each requires sym- 
pathy, understanding, and guidance. 

The busiest time of the year for Edith is during the 
Jewish High Holidays in the fall. These festivities go 
back over 3.000 years. During the month of December 
another festival is commemorated in Jewish homes and 
temples. This deeply significant holiday, which recalls 
the struggle of the Maccabees against paganism, is called 
Hanukkah. This year Hanukkah begins on December 
18; and every evening from the 18th to the 25th of the 
month, a candle will be lit. 

One of the many lectures delivered by Doctor Mark 


concerned this holiday. Many requests for reprints of this 
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my desk 
has all 








It’s a beautiful new 
Globe-Wernicke Streamliner 
... the world’s most advanced metal office desk. 


1. SEC-TRAY...the exclusive new stationery supply 
tray that fits under my typewriter platform, eliminat- 
ing tiresome twisting and turning. 

2. VERTI-SWING...the desk drawer hanging file 
system that lets me file more easily, accurately, and 
quickly. 

3. ADJUSTABLE BASES...to match desk-top height 
to my height. For the first time, my desk really 
fits me! 

4. ARC-SWING...C/W’s exclusive mechanism that 
lets me, from a sitting position, raise or lower my 
typewriter quickly and easily. 

5. SILENT OPERATION...so quiet the boss looks 
up to see if I’m still there! Nylon drawer glides and 
factory sound-proofing make it possible. 


plus eeethe handy and convenient 


DESK ARM SLIDE 
VISIBLE RECORD TRAY 


It brings often-used records “in sight 


in seconds,” keeps them quietly con- 





fidential when not in use. The tray 

holds 50 5"x8" cards with both sides available for use. 
Would you like to have an illustrated Streamliner Desk 

brochure to slip onto the boss’s desk one morning next 


week? We'll be glad to send you one. Without obligation, 
of course. Just write Dept. A-112. 


Hn Nivea My 


GLOBE WERNICKE 







CINCINNATI 12, OHIO 
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Miss 


yd ull u Smith 


writes from 
ZAMBUSI, 
AFRICA 





QUIK-RITE 


The New “‘pre-assembled"’ SECOND SHEETS and 
CARBONS save us time and guilders (money) too! 
My boss, Chief Big Head complimented me on find- 
ing and using QUIK-RITE. 


Seriously, smart secretaries everywhere are turning 
to QUIK-RITE for cleaner and more legible carbon 
copies of letters. No fuss with messy carbons... 
no collating ... just snap out and throw away the 
1-time carbon. Make as many carbon copies as 
needed — quickly, easily and economically. 


Try them yourself at our expense. 


FAIRFAX BUSINESS SYSTEMS 





HUYLER & KANSAS STREETS ®* HACKENSACK, N. J. 


Graffco never 


lets me down! 















i C= 
Nu-Vise Metal Propecting 
Signals for “Vertical” Records 








"How I used to dread the sudden call 
for facts and figures. They were in the 
records and on the maps .. . but where? 

Now Graffco Signals and Maptacks 
spotlight all important classifications for 
instant action. And as reminders, they 





Nu-Viz Meta! Signals 
for “Visible” Records 








nn 
2 

Cellugraf Transparent Signals 

for “Visible” Records 


never forget! There is a special Graffco 
product for every kind of record hous- 
ing, maps and charts. Write for free 
color folder describing them all. 


SIGNALS 
Gra ff CO and MAPTACKS 
At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 











, . “ Crimp ransparent Signals 
54 Washburn Avenue, Cambridge 40, Mass, for Protected “Visible” Carts 
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address were received at the Temple from both Chris- 
tians and Jews, for it says, in part: 


both Christmas and Hanukkah are largely fes- 
tivals of the home and have a particular appeal to 
children. Both teach the eternal lessons of freedom, of 
justice, of love, of peace! And both are symbolized by 
light—the one by a candle and the other by a star.” 

To Edith, taking dictation along the above lines. 
typing these lectures and distributing them, knowing 
that somewhere these words are apt to take root and bear 
fruit. offer a reward that cannot be measured in dollars 
and cents. “| doubt very much.” she says. “that, given 
a choice of a job in industry. | would choose to do any- 
thing other than what | am doing. 

“When | was first chosen as secretary to the Senior 
Rabbi of Temple Emanu-El.” she continues. “I was 
thrilled at the opportunity of working for a man of 
Doctor Goldenson’s status. | determined to do the very 
best job possible.” 

She had every right to feel confident, for she was 
well prepared for the position. For two years, she had 
been secretary to the executive director of the Young 
Women’s Hebrew Association. Here, she had learned 
much about human relations. 

Then while working in the Comptroller's office, Edith 
had gone to night school to perfect her stenography and 
bring her speed up to a reporter's tempo. She considers 
her early interest in religion and philosophy a solid 
foundation for her career—her thorough knowledge of 
the Bible has always been a big help to her. But the 
most important asset in undertaking work of this nature. 
she discovered, consists of a sincere desire to help one’s 
fellow man, plus the ability to share joy and sorrow. 

She has a number of routine daily chores—transcrib- 
ing articles and sermons, sorting and putting books back 
on the shelves of her boss’ well-stocked library, filing 
committee reports that have been reviewed and approved 
by him, transcribing and typing the daily correspond- 
ence. She must always be ready to be helpful on those 
occasions when a member of the congregation puts in 
an emergency call for Doctor Mark and he is not im- 
mediately available. 


“WHAT IS THE MAIN DIFFERENCE between working for 
a large corporation and working within a temple?” 
Edith thought a moment before answering. 

“I have never worked for a business organization. 
But from what I read and hear from secretaries in other 
jobs, it seems to me that the main difference is that in 
business, a profit-and-loss statement gives you an over- 
all picture of where you stand in competition with other 
companies. Here the competitive element is eliminated. 
Our aim is to inspire and lead.” 

No. the product of temples such as Temple Emanu-El 
cannot be measured in monetary gains or losses. Their 
product does not depreciate in value from one year to 
the other. nor from one century to the next. It is a 
stable product that has been handed down for over 5,000 
years. It is a trust, and this is and should be the primary 


concern of anyone who chooses to work in this field. 
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(Continued from page 13) 





philosophy about answering letters. Each demands 
thought and consideration—for. although we receive 
thousands of letters here. each correspondent receives 
only one in return. And that one may change his life.” 

After the mail has been gotten out of the way, any- 
thing may develop—a conference between secretary and 
hoss on a new Christopher project; discussion about 
tvpe specifications for the latest book; research on copy 
for the daily newspaper column; work on a_ speech 
Father Keller is to give at a luncheon the following 
week. And always there are phone calls and visifors. 

Florence tries to handle as many of the phone 
calls as possible herself but finds it difficult at times. 
“Father Keller is inclined to answer his own phone. 
He also tries to spe ak personally to anyone who comes 
into the office to see him. Naturally, this takes a lot of 
time. but he’s one of those human dynamos who can 
work twenty-four hours a day and like it.” 

Florence has worked on all the Christopher books 
from the first You Can Change the World to the very 
latest. A Day at a Time. She prepares copy for the 
printer. arranges for an artist to design the cover, 
assigns people to read galley proofs as they are returned. 
She's constantly jotting down ideas for the newspapel 
column and the newsnotes, discussing scripts, or wan- 
‘ling a few minutes to view an oflice screening of the 
latest television film (“a real feat!”). 

The pre-Christmas season brings renewed activity 
with special films, radio shows, news. orders for books 
to be sent as Christmas gifts. And there is a huge mail- 
ing made by the Christophers to acquaint hundreds of 
thousands with their program. This year, the girls at 
Litthe Flower Catholic High School in Philadelphia 
volunteered to help send out a mailing of 911,000 pieces 

Florence went down to supervise, and the whole 


project was finished in five hours! 


IT SEEMS LIKE A LONG WAyY—in time and distance—to 
Florence’s earlier life on the West Coast, particularly 
to the war years that she. her brother, and father spent 
in detention camp (Mr. Okazaki is Japanese). That's 
when she first started working for Maryknoll. 

Now her life is centered in New York—on het job, 
her friends. her own apartment. She usually spends her 
vacation in California with her family; last year she 
extended her trip all the way to Japan, a country that 
she loved. 

For Florence. the twelve years with the Christophers 
have just sped by. “Perhaps it’s because | really like 
what I’m doing. Every day is challenging, exciting, re- 
warding. You have to be interested in your job to make 
it worth while—otherwise you're just spending seven 
or eight hours a day clock-watching and time-wasting. 

“And if there are times when I feel tired or over- 
worked or out of sorts, a letter or phone call pops up 
from someone who has lighted his candle—then my 


world brightens. too.” 


December, 1957 
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IT’S EFFICIENCY 
WITH THE 
MODERN LOOK! 








Time-savers on the desk top...and with the 
modern look you want! Everybody approves 
when you select desk top equipment designed 
by the Bert M. Morris Co. They’re matched in 
color, style, and utility! 

Include this modern desk top equipment in 
your office planning. Available from the Bert 
M. Morris Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN EVERY OFFICE 
MORRIS SAFE-T-SET 


Beauty with efficiency—large ink supply can’t 
leak, won't spill, is easy to fill. 

MORRIS MEMO HOLDERS 

Holds standard memo paper. Available with 
ball point pen attached. 

MORRIS PHONE REST 

Frees both hands. Fits all phones—either 
shoulder. 

MORRIS TRAYS—LETTER & LEGAL 

Easy access with rear suspension. Stacks to any 
height. 

MORRISHARP ELECTRIC 

PENCIL SHARPENER 

Fast, self-starting. Cutting stops when desired 
point is obtained—choice of medium, fine, 
extra-fine. 

MORRIS ASH TRAY 

HE-MAN size... Perfect for sales meetings... 
removable glass liner...matches newest style 
in steel office furniture. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 
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need a grammar review ? 


Now you can master those English fundamentals neces- 
sary to business success with this brief, refresher course. .. 


A WORKBOOK COURSE IN 
Business English 


By KATE M. MONRO 


A painless method for 
mastery of those confus- 
ing fundamentals of Eng- 
lish. A handy workbook 
with a_ stimulating, in 
formative business tone 
and a great deal of prac- 
tice material. Covers: 
Parts of Speech, Sentence 
Structure, Capitalization, 
Punctuation, Spelling, 
Syllabication, Abbrevia- 
tions, Pronunciation. 
Complete with rules, study guides, and application exer- 
cises. A useful desk reference. Indexed. 


» BUSINESS ARGUSH 





need a formula for writing 
good business letters ? 


You can’t miss with... 


Business Letter English 


By ROBERTSON and CARMICHAEL 


PART I: A complete coverage 
of all phases of business Eng- 
lish. Paragraphs numbered and 
indexed for instant reference in 
the business office. 

PART II: A complete treat- 
ment of most of the various 
kinds of business letters—in- 
quiries and requests, orders, 
complaints and adjustments, 
credits and collections, good will 
and thanks, references and sug- 
gestions, sales, and application. 
The unique formula method 
makes business letter writing easy. 











peseeeesee eee: clip and mail coupon fodcyemaa nam aa em ee 


Gregg Publishing Division/McGraw-Hill Book Company, Inc. 
330 West 42nd Street New York 36, N.Y. 
Please send me: 
inasstias A WORKBOOK COURSE IN BUSINESS ENGLISH, Second 
Edition, by Monro, @ $3.00 
BUSINESS LETTER ENGLISH, 
@ $4.50 


Second Edition, by Robert- 
son and Carmichael, 
I understand that I must be completely satisfied with the above 
order, or I may return it at the end of 10 days for a full refund. 
Cash enclosed. Amt. $.......... [) Send C.O.D. 
postage on all cash orders; C.O.D. charges extra. 
Teachers and Training Directors may be billed at the usual 
educational discount. 


We pay 
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Say “Dennison” when you want the best in 
Addressing Labels « Mailing Labels « PRES-a-ply Labels 


To Save time Red Bordered Labels « File Folder Labels 


Mending Tape + Correction Stickers * Correction Tape 


in the office Notarial Seals « Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets 
Coin Mailing Cards + Paper Fasteners « Key Tags 


ini use THE Inventory Cards » Metal Rim Tags + Shipping Tags 
DENNISON — 
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AT YOUR STATIONER’S RYVVWNOOYL 


MANUFACTURING COMPANY 
Framingham, Mass. 





Wouldn't You Like to Try Something Different — 
and Progressive — in Carbon Paper ? 


You know the usual story about carbon papers—good “‘write,”’ clean 


pat 


copies, good manifolding, long wear. These are qualities which ~~“ 
should, of course, be present in all better-grade carbon papers, just as , Dy In 
they are present and taken for granted in Kee Lox Grip-N-Pull. But f LAREN } 
Grip-N-Pull goes on where ordinary better-grade carbons stop. ‘ 
Yes, Grip-N-Pull goes on to give you automatic alignment*— no 
more stacking or jogging your carbon and copy paper. And it goes on 
to give you automatic rotation* which means uniform copies and 
longer wear. And it goes on to give you that wonderful feature, auto- 
matic warning of last typing lines, the bugaboo of many even long 


experienced operators. 





a ' r 5 
Advantages like these make Grip-N-Pull different, and different in a | 
} -= _ i pl t } t KEE LOX MANUFACTURING COMPANY 

re F ake sasier < -asanter to use—hence progressive too. 
way that makes it easier and pleasanter to us progresswwe | Dept. TS12, Rochester 1, New York ; 
| Without obligation, please send salesraan to demonstrate Kee | 
There’s a Kee Lox branch salesman, or a Kee Lox dealer salesman near | Lox Grip-N-Pull Carbon Paper. | 
you who'll be glad to demonstrate Grip-N-Pull. Just fill out the coupon, 
attach to your firm’s letterhead and mail, We'll do the rest. Name - 
; Company | 
| Street........ | 
E 10X_ MANUFACTURING COMPANY 
Carbon Papers and Inked Ribbons ; oe ee anes ; 
OVER 50 YEARS OF GOOD IMPRESSIONS Bt el eel ce ee J 


December, 1957 
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EMPLOY MENT AGENCY DIRECT a 





Are you looking for a new job? On this page, every 
month, you'll find listed 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 


expert guide. Check the agencies listed here first 


reputable employment 











CHICAGO 


NEW ORLEANS 





é a Furnishing 
B | RCH Qualified Secretaries to the 
os High-Paying Chicago 
Market On An 
Employer Pay Fee Basis 
59 E. Madison * Suite 1417 


SECRETARIAL 
PLACEMENT 











, \ CEntral 6-5670 ia 


Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Louisiana 


13 Years Same Management CAnal 4241 








DENVER 


SAN FRANCISCO 





SECURITY EMPLOYMENT SERVICE 


The secretary's “Job Center!’’ Mrs. Smith was 
a secretary herself before starting this employ- 
ment agency; theretore, understands your many 
problems, Confidential interviews. Write for 
informstion and contract data. 


MRS. MARIE SMITH, Owner 
1312 Broadway AM 6-1968 





“A Step in the Right Direction...” 


5 when you visit 
fs WESTERN EMPLOYERS SERVICE 
anys for the best in office positions 
San Francisco’s Largest 


} NO FEE AGENCY 








“\ 995 Market St. | DOuglas 2-5486 








MIAMI 





APGAR AGENCY 


Main Office: 207 Langford Bidg., Miami 
NW Branch: 3641 NW 17th Ave., Miami 
SW Branch: 220 Miracle Mile, Coral Gables 
Our Seventeenth Year of Dependable Service’’ 


MIAMI REPRESENTATIVES 


Russell Kelly Office Service 
Temporary Office Work, Week, Month or more. 











Want information about employment agencies 
in other cities? We'll be glad to furnish, on 
request, names of reputable agencies in cities 
not listed here. Send a stamped, self-addressed 
envelope with your request. 

TODAY'S SECRETARY 
330 W. 42 STREET, NEW YORK 36, N. Y. 





€ 
effi-cien-cy 
(i-fish-on-si), n., pl—ceies. 1. ability 
to produce the effect wanted with- 


out waste of time, energy, etc. 
efficient operation. 


and. that's what 


youll achiewe if you use @ 


With the Thorndike - Barnhart 
Comprehensive Desk Dictionary 
on your desk you'll KNOW you 
are right every time you look up 
an unfamiliar word! 80,000 
terms defined in one handy book 
— plus 30,000 facts about the 
meanings, spelling, punctuation, 
origin and use of the most fre- 
quently used words in the Eng- 
lish language. 10,000 explana- 
tory examples, 700 illustrations. 
896 pages for only $2.95. 
(Thumb-indexed 


At all booksellers 
DOUBLEDAY 


$3.50) 
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(Key to teasers on page 24) 
WHICH ARE RIGHT? 

2. accommodate: 5. auxiliary; 8. com 
mitment: 9. conscientious: 10. disappoint; 
13. embarrass: 15. fulfill: 17. hindrance; 
19. Philippines: 20. presumptuous. 
CHOOSING “A” OR “AN” 

a: 2, 3, 6, 8, 9 (when pronounced 
“hurb”), 10. an: 1, 4, 5, 7, 9 (when pro 
nounced “urb™) 

SPOT THE INTRUDER 

l. inelastic: superficial; 3. comfort 
1. devotion: 5. counterfeit; 6. raging: 7 
base: 8. preliminary: 9. augment; 10. ob 
scure. 

DINNER IS SERVED 

l. consommeé; 2. fricasseed chicken: 
3. candied sweet potatoes: 4. broccoli; 5. 
biscuits: 6. currant jelly: 7, asparagus 


salad; 8. mayonnaise: 9. pistachio ice 


cream: 10. demitasse coffee. 
THE DIFFERENCE BETWEEN 

l. A deterrent is something that dis 
courages action through fear. A detergent 
2. Argentina is the 
name of a South American country. Argen 
tine is the adjective form. 


is a cleansing agent. 


2 


3. An analyst is a person who analyzes 
any substance. An annalist is a historian 
or a recorder of events 

+. An epitaph is an inscription on a tomb- 
stone in memory ol the dead, An epigram 
is a brief, pointed, proverblike saying that 
contains an apparent contradiction between 
the intended meaning and the statement. 
5. A facet is one of the small, flat sur- 
faces of a cut gem. A faucet is a spigot o1 
tap. 6. Famous means to have fame or be 
renowned. Infamous means to have a very 
bad reputation. 
"oom A PIN...” 

l. pine; 2. pinion; 3. pint; 4. pinafore; 
5. pinch: 6, pink; 7. pinto; 8. pinnacle. 





Statement of the Ownership, 
Management, and Circulation 


REQUIRED BY THE ACT Ot CONGRESS O} 


AUGUST 24 l1glz, AS AMENDED BY THE ACTS 
oO} mame HH s, 1933, AND JULY 2, 1946 Title : 
United States Code, Section 


Of TODAY'S SECRETARY pcos ished monthly ex 
cept July and August at du Ohio, for October 
1, 1937 

1. The names and addresses of the publisher, edit 
and business manager are Published by McGraw Hil 
Book Company, Inc., 330 West 12nd St., New York 36 
N. Y.; Editor, Mary Jollon, 330 West 42nd st New 
York 36, N. ¥ Managing editor None; Busine 
manager, bk. Waiter kdwards 10 West znd St New 
York 36, N. Y 

2. The owner 

McGraw Hill Book Company, Inc 330 West 42nd St 
New York 36, N. Y. Sole Stockholder: McGraw-Hill 
Publishing Company Im 330 West 42ntl St New 
York 36, N. Y¥. Stockholders holding 1 or more of 
stock are Donald ©. McGraw & Willard T. Chevalier 
rrustees under Indenture of Trust mb James H 
McGraw, dated 1 14 21 as modified; Donald C. MeGraw 
& Harold W. McGraw, Trustees under an Indenturé of 


Trust m/b James H, MeGraw, dated 7/1/37 as amended 
Donald ¢ McGraw. individually; Harold W. MeGraw 
individually Elizabeth M. Webster. c/o Donald ¢ 


McGraw (all of 330 West 42nd St... New York 36. ! ) 
Mildred W ie oie Madison. New Jersey; Grace W 
Mehren, 536 Arenas St La Jolla, Calif Genoy & Co 
P.O. Box 491, Church St. Station, New York, N. Y 
Touchstone & Co., ¢/o Wellington Fund, Ince Clay 
mont, Delaware 
s. The known bondholders mort gagees and other 
security holders owning or holding 1 per cent or more 
of total amount of bonds, mortgages, or other securitic 
are None 
1. Paragraphs 2 and 3 inelude, in cases where the 
stockholder or security holder appears upon the book 
of the company as trustee or in any other fiduciary 
relation, the name of the person or corporation for whon 
such trustee is acting also the statements in the two 
paragraphs show the affiant’s full knowledge and belief a 
to the circumstances and conditions under which stoc! 
holders and security holders who do not appear upor 
the books of the company as trustees, hold stock and 
securities in a capacity other than that of a bona fide 
owner 
McGRAW-HILL BOOK COMPANY, IN‘ 
John J. Cooke, Secretar 
Sworn to and subseribed before me this 3rd day 
September, 1957 Seal.) Janet A. Hartwict 
(My Commiss‘on expires March 30, 1959.) 
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In every important category of measurement: 
speed, ease, quality of typing and servicing costs 
—the new Royal will outperform any electric type- 
writer made. 

And why not! It’s made by the people with the 
most typewriter know-how. Every feature of this 
truly incredible machine was designed with a pur- 
pose ...to help you produce more and better work 
with Jess effort. 

And your boss can interpret Royal’s superiority 


uts wings on your fingers and money in the bank... 





he incredible new ROYAL ELECTRIC! 


derful morale builder. Its streamlined beauty fits 
comfortably into any surroundings. 

Why not ask the boss to try out a Royal Electric 
in your own office. Your Royal man will be happy 
to arrange a demonstration and free trial. 


~~ 


Only Royal offers ‘*Twin-Pak,” ee <S 


the instant changing ribbon that hands never touch! 


in terms of dollars and cents, money in the bank, hil 
he a electric 
because of time and energy it saves. 
Product of Royal McBee Corporation, 


What’s more, this new Royal Electric is a won- 


world’s largest manufacturer of typewriters 



















Why your shorthand is easier to write 
when you use an ES TICIRBIROOL!L pen 





/ 
Teh. Meh/ ho wonder your AhorTharnd. Ye Aakey a fountain per wrth a 
4 hard Lo ead. Gowns uding a Gat{— 1234 - approved point to write the 
Ped, a Pence’, 0r an Oaimany per. luen, uniform Mas you or fr good 
Clear Apregq. Other types % wruten. a. 
mitrumenty fst wont ao the jot: 
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Setertrork to Lhe Mmotl etononmicakld “N 
Kinegg - approved Per here a. Und 
One a Rkw port QeruLw~e mn, (no. S55) “i perfect for ak other oot... 
ww Aeconds. Codls gust GOL. ing—-not yut Ahorthand. Ufitr att, 
aw Exlerbroor Low wo Chk yrnert writing 
ntumentl made. 








4 ~ 3 * 
J ® 
-the only ( reg e- 


approved pen with replaceable points. Just $2.95 


